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Special Notes on Types of Absentee Requests

Currently the enforcement of the Photo ID requirements of Act 23 is blocked by court
litigation, which means Wisconsin residents who are eligible to vote are not required to
show an acceptable photo ID at any elections either in person or by absentee ballot.

Therefore, the Proof of Identification
requirements for the types of absentee
request listed below, do not apply at
this time.

the polling place

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

Proof of identification *

If application received by mail, proof of ID must
be received with the application in order for
elector to receive a ballot

Proof of identification must be provided only
once, either with the application or the ballot
(unless the voter re-registers with a new name
or address)

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

Reliers must send list to their Provider to update
SVRS

Reliers must request from their Provider a list of
regular absentee voters who have shown a
photo ID in prior ballot request

Duration of Requests:

Application Requirements:

As specified on the application

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

o If aballot is not returned, stop sending ballots
o Send notice within 5 days

o Voter can reactivate request by contacting
you

Absentee applications must be received no later
than 5pm on the Thursday

V12/28/2012
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Special Notes on Types of Absentee Requests

Currently the enforcement of the Photo ID requirements of Act 23 is blocked by litigation.

Election Day:

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

Proof of identification: *

Proof of identification is required with the absentee
application unless otherwise exempt or eligible to
provide an alternative document (military, indefinitely
confined, etc.).

Application Requirements:

e The absentee ballot application may not be filed
earlier than 7 days before the election and no
later than 5pm on Election Day

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.

dependents.

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

Proof of identification:
Is exempt from Voter ID.

*

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.

Duration of Requests:

e Can request ballots for specific elections and for
all elections within the calendar year in which the
request was made

* Can receive ballots for all offices

* If a military elector does not return their absentee
ballot or the ballot is returned undeliverable, the
municipal clerk continues to send absentee
ballots through the remainder of the calendar,
unless the elector is no longer in the military, no
longer resides in the municipality, or the elector
asks not to receive any more absentee ballots

Application Requirements:

e No voter registration form is required

e Must have resided in municipality immediately
before entering the military

e Absentee applications must be received no later
than 5pm on the Friday preceding the election

e Military electors away from their residence on
Election Day may apply for an absentee ballot
until 5pm on Election Day for federal elections

e The Federal Post Card Application (FPCA) is a
common alternative form that is used by military
electors. It counts as both a voter registration and
absentee ballot application

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

V12/28/2012
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Special Notes on Types of Absentee

Requests

Currently the enforcement of the Photo ID requirements of Act 23 is blocked by litigation.

residence.

Definition: An elector who is permanently outside of the U.S. with no intent 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:

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

e Are exempt from Proof of Residency
requirements

e Must have lived in the district immediately before
moving overseas

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

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

e Absentee applications must be received by 5pm
on Thursday

e 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

Currently the enforcement of the Photo ID requirements of Act 23 is blocked by litigation.

Definition: Voters indefinitely confined due to age, infirmity, disability or illness. 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 = [f voter does not respond to notice, cancel

» The clerk must initial the absentee certification ﬁ\é)sentee application (remove from permanent

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

V12/28/2012 -5- Absentee Applications
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Search for an Absentee Application

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

=

Select the Absentee Applications node on the Main Menu tree.

The Absentee Search Panel will appear. This panel will display applications
for all elections, including past elections, unless you enter criteria on the

Elections tab.

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

Search button.

File Edit ‘iew Tools ‘Window Help

J E Menu  Shorbcuts | E G

g Election Workers

General | Elections |

a. Search by Voter Name or

voter Reg Num to find a Last Mame: First Mame: Suffix: oter Feg Hum:
specific voter. [ | | H |
Date of Birth: Application Tope: Application D ate:
b. Search by Application Type | _ | _ _ H | B
. . Woting kMethod: Wating Location: Ballot Status Reazon:
to identify your Permanent, | H | B 5

Military, or Overseas voters.

[ Count Only ’w‘ LClear

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

Gereral Elections |

one election only, go © Election:

to the Elections tab. g

L[]«

2009 GEMERAL ELECTION
2009 5PRIMG ELECTION
2009 SPRING PRIMARY
2008 SPRIMG ELECTION

Select an election from
the drop- down list and
click search.

2008 PARTISAN PRIMARY

g. Double-click an x|

2002 PRESIDEMTIAL AND GEMERAL ELECTION

LN

application record to
open it and see more details.

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
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 in SVRS.

V12/28/2012 -6-
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Use the Absentee Search Panel within an Election

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

Expand (+) the desired election.

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.

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

button.

<

=%} Elections -

- Flans
-8 Archived Elections
=N 2010 PARTISAN PRIMARY
o AbA Glance
Paling Places
- Poll Book
230 Payments
- E Fiecord Yotes

= 5 Supplies
- Eallot Styles

E] Pravisional Ballats

Candidate Filngs
ontests

-3 Election Results
-4y Reporting Units

5

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 I
Lazt Mame: First M ame: Middle Mame: Suaffi: Water Reg Mum:
| | | | El |
[rate of Birth Application Tepe: Application Status: Application O ate:
| | j |Apprnved j | j
Yaoting Methaod: Wating Location: Ballot Status: Ballat Status Aeazon:
| L3y 5 | L3y =]
Records Fetuned: 955 [ Count Only Search | Clear
that column

Yater Reg Mum App Status App Status Rea.. | Election Descrp..

T ABDALLAH, AbAL & 0705421130 Regular Approved " alid Apphcation 2010 PARTISAN .
" |[¥] ARITZ, AMDY LEE 0018078016 Sequestered Juror  |Spproved " alid Application Recurring
ABITZ, PHYLLIS 0018078013 FPermanent Approved " alid Application Recurring

ABITZ, SHERRY L 0018078020 Fegular Approved " alid Application 2010 PARTISAN..
ABT, JULIE M 00181002806 Permanent Approved " alid Application Fecuring

/HTEF!BEF!G, IREME.. 0018078034 Permanent Approved " alid Application 2010 PARTISAM..

‘ A[’LNM S, AMM M 0018096440 Fegular Approved " alid Application 2010 PARTISAM..
Ne—efiRENS, CLAREMCE F 0012092120 Permanent Approved " alid Application Recuring

V12/28/2012

Absentee Applications



I statewide
.

“\\';',"""?f“f““’*"* Absentee Applications

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
q (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.) e P ]
J’m Sharteuts | 5]
x

Wielcome to AESM
aber
oter Applications

bzentes Applications

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.)

[]---\u Elections
----- @ Election Woarkers

3. Voter Node (Absentee application is generated from the voter

record. Can be used for all absentee requests.) || . 734 Polling Place Locations
----- 27 Contacts
4. Voter Applications Node (Absentee application is generated from ng E?Ptf!“et"‘ —
. . S Dizticts ar ce T ypes
the voter application. Can be used for all absentee requests.) ||| B Colendar
a Reports

#-=1 Labels and Mailings
[T Scheduler

Use the Absentee Applications Node eI Adrmiristration

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

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

Add Mew Abzentes Application

Sl you are not sure whether you have entered an absentee

L‘t' 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 il

There is an existing application for this election. Are you sure you wank o continue?

Yes Mo

V12/28/2012 -8- Add an Absentee Application
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3. The Absentee
Application-Add

icatiah

J [Q Save and Close Save and Mew x Close _

J Set Defaults  Use Defaults

J 3 Quick Tasks |® &2 .

o e
o]

New Application

General | Other | Ballotsl
form appears.

Waoter [dentification

Owner:

Marne:

Date Of Birth: ~ | Soc Sec Num:

Diriver's License:
“Woter Reg Mum: Phane:

Application Details

TOWwM OF BLOOM

App Status - Reasan: | Pending - Incomplete Application

App Type Regiar  +| Dateondpp

Yoter Status - Reazon: ‘

FOR Required: LIDCAWE Status:

[] 1D Provided for Mailln Abserites [] Phata 1D Exermpt  Election

—
[ BachMame |
e

For Election

-]

4. Enter the applicant’s name into the
Name fields. Tab out of the name

field. The voter’s information will fill Saide and Icmse Savaand New K Close || 3 quickTasks |« & _|| sstDefauts UseDetauts || @
H . . General | Dther | Ballots
in automat|cally: If there is more o
than one pOtentIa| matCh, the Voter Name: [ritle) = [[sMiTH 4 [ Middle [5uffi)  Application Details
H H Date OF Birth: o Sec Num: atus - Reasot: ending - Incomplete: ication
Search Container will open. ot = op St e | P el L I—
=y x
Woter Reg Mun  Gengral |Uther | i
Woter Status - | Eastane Gt i Hame Sulfi: People Included in the Search -
B Ir | - Dl redca gt
11D Pravide: |ane| FReg Num: Date of Bith ‘Snc Sec Num: Status: ] Property Dwners Only
. GoT¢ =] Search Dptions
5. Select the matching voter by SondEalay Housetio SvoetHome: e stee 2P coce S S—
icki i st | = | = = | =] | [ Sounds-Like Search
double-clicking on the record in the - 3 Inle pering Voter ps
results grid to link the application to = oty | Sach i

a voter.

“oter Mailing

|

Abzentes
Address

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.

Lo

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.

[H save and close Save and New 9% Close _

hteeApplicatian dd - Me aplication

| & aquickT

General |Dther | Ballots |
< Woter ldentification, )

Mame: | SMITH.JEAMINE M

Date OF Birth: 1411900 ~| SocSes Num: HiH-HH-1095

Driver's License: ||

“oter Reg Mun: 0018310833 Phone:

—

“aoter Status - Reason: |-"—"U3ti‘\"'3 - Reqistered

FOR Reguired:

=

HNO LIOCaMNA Status:
[ Proyided for b ail-ln Abzentee [ 1 Phota 10 E pt
Go To'oker Unlink I

V12/28/2012
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l(é;*‘ In the Voter Identification area of the absentee application you should also:

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.

2
b. Check the voter's POR Required status. IH Ehsenteahpplication - Add = New Applcation
The POR Required field indicates the voter’s
proof of residence. If POR Required is marked ! o S and Close o Save andNew X Close =l J QuiekT
NO then the voter does not need to provide General | D | Bt |
any proof of residence with their returned <m
absentee ballot. If POR Required is marked \H_/ -
YES then the voter does need to provide proof Hame SMITH JEANINE M
of residence with their re’Eurned absentee DateDiBith 1717150 v ContenMuy | BERERA0®
ballot. To change a voter's POR Required ; — b
status, click the Go To Voter button and Diiver's Liconse: ||
change the POR Required field in the voter VolsrRegMum | 0018310833 Phone
® record. 2 ottt -esor: |l - R
i) For more information see: Edit the Proof of 200RReqisd (MO SUOCAVASHAE |
Residence Field after an Election in the Voter o =
Chapter. 4 110 Provided for Makin Absenise Photo 1D E et
(3o Tio Vioter /v Linkr,

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

V12/28/2012 -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

mE
Home —I_"
Address Mon 5D Care Facility

Water Mailing Via Fax
bddess | IEREIE

SWD Care Facility
Unknown
Yia E-bail

Wwrong Polling Place

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.

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

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.

Mon LS Address

E-] 2
Format[Mon US Addr. = |

Send Ballat Opti
‘aote Locatifin: i I i m
Home: 4133 BHUNSﬁ? =
Address - 7141903 12008-001-3263-1
Woter Mailing
Address
]
Ahzertee
Address
ail i [

[Address Line 1a

[Addrees Line 2

[Addres Line 3

[Address Line 4

Feb 21,2012 DANE COUNTY 10789167
TOWN OF BLOOMING GROVE Ward:WD1

did not enter an Absentee Address, the second label will NP-1 0000040232
display the Mailing Address from the Voter Record. See EUGENE A CAMPLIN D Prov
the Examine your Absentee Ballot Labels section of the &%?SSSTIL’?’%%?T&‘Q& o :Ee;

Absentee Ballots chapter for more information on what

appears on the absentee ballot labels.

Via Mail

V12/28/2012
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b. If the voter requested their ballot be sent Via Fax or
Via E-Mail, enter the voter’s fax number or email

address under the Home Address field. Note, when
you print the absentee label the voter's fax number or

email address will appear on the label.

When issuing a ballot for a Via Fax or Via E-Mail
application, you may choose to print of the Official

Absentee Ballot Cetrtification, so you can fax or email it

along with the ballot.

More information on this is available in the Absentee
Ballots chapter.

Send B allot Optionz

Wate Location: Yia E-Mail j
401 PRESIDEMTIAL LM

Harme
Address 4

MADISOM, Wl 53711

13231-085-1

o ——

< Email [JsMITH@SVRS.COM )

Send Ballot Options

Wate Location: Wia Fan j

Home 401 PRESIDENTIAL LM 1325151
Address 4
MADISON, W 53711
< Fax: E08-123-4567
S —

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.

Hursing Home

Addess

S endl Balkak/ab

Vote Location:

Woter Mailing
Address

Absentee

Mon SVD Car L[

= Sy .
Address MADISON 1annea0tazesl

[~

Address ‘

(Optional) To use the Nursing Home contact field:

a.

Click the Address Book Icon to the right of
the field. This will open up a Contact
Search Screen where you can search for
your contact record.

Check the Non-Person checkbox under
Search Options.

Enter in the name of the nursing home
under Description.

Click Search.

When the nursing home record appears in
the lower grid, double-click to select it.

SHADY FINES FEST HOME [0,

Murging Home

Bbsertee | |SHADY PINES REST HOME |
Address
[ddress Line 1 [123mMaim T ROOM 17|
[ TwN LaKES MR EE =

Seaich

- || Address - || Riesidertial Cit
SHAD'Y PINES REST HOME 123 M TWil LAKES,

arme:
SHADY PIMES REST HOME

[JOITY OF MADHS

V12/28/2012
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f. You may still click into the Absentee Address fields and add information, like a room number.

“ote Location | Care Facility =]
Hursing Home W m|
‘ AR MADIS O, o S571.41503 1300500152631
=
Mursing Home SHaDy FINES E|
Absentes 123 [M&NSION CIR - S
Address
| MAD'SDN jl\"ﬂ j|ZIp j Abzentee 123 MANSIOMN CIR
[ ddress Line 2 Jurit =][31ea =} e | T
1=
ii. (Optional) Additional Step for SVD Care Facilities Goreral et | Ballis]

only.

a. Click on the Other tab. spvamabes |

b. Use the Address Book Icon to open a contact
search screen and pull the Special Voting Bz .
Deputy information into the application. B

~ , . . . .
! 1. The Special Voting Deputy must be setup as a contact in SVRS before being entered in
(n;’ this field. For more on creating contacts, see the Contacts chapter.
Send Ballot Opti

c. If the voter voted and returned S A TR .
their ballot in the Clerks Vele Localion: | Clerks Dffce |
Office, no absentee address is Harne 401 PRESIDEMTIAL LM 122510851

; Address 4
required. MADISON, W 53711
=

o

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.

o}

@ To generate absentee labels for Clerks Office applications see Issuing Clerk’s Office Absentee
Ballots in the Absentee Ballots chapter.

V12/28/2012 -13 - Add an Absentee Application
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7. Application Details - Select the App Type:

a. Permanent absentees will receive ballots until they are
removed from absentee status.

b. Regular absentees can be for a single election, or multiple
elections within a calendar year.

c. Military absentees must continue to receive absentee
ballots throughout the calendar year, unless the elector is
no longer in the military, no longer resides in the
municipality, or the elector asks not to receive any more
absentee ballots.

Aipplication Detalls

#pp Status - Reasor: | Pending - Incomplete &pplication

App Type: | j Date on &pp: |~

Batch Mame |

Hospitalized
For Election — Sequestered Juror
Military
QO Election Overseas

» | |Pemanent
© J Presidential Orly
Regular

A

x

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.

E
Ly

i 3 For the 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 [ssuing 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 [

entered, not the date it was signed. This will allow you to | A Stdus-Ressan Png-Inonpee gicai

Anplication Details

produce labels for all applications entered on a certain dop Type:

day. ||

Batch lame:

ﬁ Date on App: ’ﬁ
’7

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 separate batches, one for AM, and one for PM.

10. Enter the For Election information: Far Electian
® Election | 2010 PARTISAN PRIMARY -
a. For a single election: Click the Election radio Oﬁ
button, and select the desired election. If you

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.

V12/28/2012 -14 -
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b. For multiple elections: Click the second radio button.

Far Election
) Election | ﬂ
@®|a ~| E'EC“C'”[S]BE’tWEE']11f2;2mD | and| 117202010 |

i. For Permanent or Military applications, select All and enter today’s date in the first
Election(s) Between field. Leave the second field blank, so the voter will receive
absentee ballots indefinitely.

Far Election

¢y Election | j
@ j EIectiDn[s]Betweerl 92006 j and| j

ii. For Regular 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
) Election | j
ol v | Electionls]Betveet e o008 v | ng| 123172008 + |

iii. For Overseas applications, select Type Of and check off the correct federal only
election types: General Elections, September Partisan Primaries, and Presidential

Primaries.
@[Type0r | FlectenEIBEEET 00 o gl ~|
|| Description |-
[w] General Election
[w] General Election - Presidential
O Recall Elzction
[w] September Partizan Primary - |

iv. If a voter requests Regular absentee ballots for non-consecutive elections, for
example the Presidential Primary and the Presidential Election, you can select Type
Of, enter a date range for only that year, and check off the desired election types.

Ty. || Description =

Spring.. 2003 5PRIMG ELECTION

Spring.. | 2009 SPRING PRIMARY
[1{11/4/2008 General.. | 2008 PRESIDENTIAL AND GEM..
[1{3/3/2008 Septem.. | 2008 PARTISAN PRIMARY v|

-} You may use the Selected option to check off multiple elections that are already active in SVRS.

&f 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.

V12/28/2012 -15- Add an Absentee Application
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Process an Absentee Application

Y

11. Click Quick Tasks on the toolbar.

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

l eeApplication - Add - Me lication :
E Save and Close Save and MNew x Close 1' 3 Quick Tasks | M '“ Set Defaults  Use Defaults '“ (/] _|
General | Other I Ballulsl S~———
“Joter |dentification Owrer ,m
Mame: DUCK.DOMALD Application Details

@ Process Absentes Application I

Date OF Birth: 11/1380 j Soc Sec Mum App Status - Reason: ‘ Fending - Incomplete &pplication

Yoter Reg Num: | 0712487350 Phone: Batch Mame |

Water Status - Reason: |AC“VE - Registered

Driver's Licenze: D111-1111-1111-11 App Type Fiegular ﬂ Date on App: 2/15/2014 ﬂ

Update Ballot Sent Date
Fielssue Ballot
FiePrint B allot

Record Vote

POR Fequied: | NO LD Status For Election

11D Provided for Mailln Absentee [ Phato 1D Exempt O Election |
Go To Water Unriirk. o] j

B

=1

[

3@ Cancel Ballot
é Frint Clerk's Difice Label
=]

tark Ballolz) as Retumed

13. The Create an Application Only box
must remain checked until you have
reached Milestone #4 in the election
cycle. Once you have reached Absentee Options
Milestone #4, Create an Application

Only can be checked or unchecked. i{reste ez pplizaton Ul

Application Status - Reason
a. To save an application and print the {5 elect Stalus - Fieasan] v

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.

5 L\E 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.

14. 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.

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

16. Click Process.

Absentee Options

[w] Create an &pplication Only

Application Status - Reason
|5Ap|:-roved -Walid Application ﬂ

[ Send Mailing

Process

V12/28/2012 -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

1. 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

Menu X
A 2012 PRESIDENTIAL PHEF:I
----- 5 At A Glance
2w Poliing Places
Pall Book
----- 2 Payments
----- Ej Record Votes

Suppliez

Ballot Styles

tee Applications:
Abzentes Ballots
Pravisional B allots
Candidate Filings
Contests

Election Resultz
-4y Reporting Unitz

T

1. Click on the Voter node.
File Edit View Tools Window Help
2. Use the Search Panel to | & _||[& Menu Shortouts | 5 Quick Tasks - ||% | | &) 55 2|3 ay | Active Jurisdiction: [amvorweoson 81 ] || @ 1|
search for the absentee bMera % | Genesa | Disticts | Oter | Blecions |
elector’s voter record. wigm Lot Frthne isdeNare sulc Sabee g
BHEg) Voler Applcalions ok |pomaLD E 1 Federsl Regitiants Orip
; \f! Shisiae egkiting VoterFieg N Date of Bith Soc Sec Num Status: T Propedy Gvaers Ory
. . e =] SesichOpions
3. !—hghllght the voter record el = S e T 2PCote Pl s
in the data grid. — . [ 5 = = | - || [ et |
@ £37 Disticts and Difice Types
. ] Calender Records Relumed 1 In [ciTy OF MADISON - 1325 = 1 Courd Only Seaich Clear
4. Click on the Create 5. oy I -
Absentee Application i preseall ) .
i jith || UDCAVA S || Status ~ || Stalus Reas. = || Addiess
Quick Task. Achive 1001 ST PHILOMENA WAY'
5. Proceed from here as Uektals
directed in steps 3-16 of S
the Add an Absentee B AddPupety Oure
Application Using the B AddFedealVol
Absentee Applications A Osesvam
Node. .“ e,
_— Creale Absentes Apphcation
\V12/28/2012 -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 3-16 of the Add an Absentee Application Using

the Absentee Applications Node.

1B voterApplication - Add Voter Application

ater Application |Dlher | ActMlyl Dacumentsl

[bpplication Dietals

Citizenship Affimation

0 Hew L A U Mame U5 Hizen es Bl [res B Application Details
Divers License:  [\o222000 220222 Identiy Check Slalus - Reason
Soc Sec N Neith Proof of Res/ID
oc Sec Num ither j ELDkO of Res: | j |Apprwed-Nequter j
Name: |LADY,FDKY Account Mumber | [ Send Maing
Date: of Birth: 11490 v Phone 1D Required j Mailing
address Other Maiing to be Sent
Home Addr \T’UETH%LKH&‘DE%E%AWAY Jstage | DatEON D 772302010 | App Souce: Dk Ot | ]
3 EffecReaDate:  [7/23,2010 j Language: Englsh j Comment on Maiing
Status-Reason |New [Select Message) j 3 |
VeterReghum: [ DisiaComber 13510832 Piinter Setings |
Motices
Mailing Addr [ Gubit For Printing Later
¥ sentee O phions.

Frior Registration

New Voter

[Frict N anne: ‘ Agsociated Voter
Pir Addr
DMatches Found!

vl Erecte Absenice Applcalon :

Process

" Process Yater Application | Ouick Tasks

V12/28/2012

-18 -

Process an Absentee Application



| statewide
.~

}tf/"ﬂ"::szf:t:?: Absentee Applications

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.

\V12/28/2012 -19 - Absentee Data Quality
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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

L LIS P AbsenteeApplication - Add - New Application . _ |
Appllcatlons node on the Save and Close [ Save and Mew X Close .“ A Quick Tasks | & & ‘H Sef Defaults  Use Defaults .“ (7
Main Menu tree, or the Gerers | Ot | Bl |
Absentee node within an Votet Identifizafizn i TV OF MADIST ulfmﬂm
election. Name: [ DUCK DONALD T t)l Frocess Absentee Applicalion
Date Of Birth 1#A1/1385 j Soe Sec Num: App Status - Reazon ‘Pending-\ncomp\eteApphcatinn g Update Ballot Sent Date
Divers License: | w1111 11411111 il Regds 7| Dateontes  |m2emn  w| | L Pebselalt
. o Voler RegNum | 710366160 Phane BatchName: i ReFint Ballat
2. Enter the desired criteria and | v stus Aesson [Asive-Regstees 0 Recovoe
Search for the application. 1D Recuied UCAUA Stas ForElsson R Gl Bala
GoToVotr | Urlink © Election  EDNEY TEST ELECTION ~| || 5 Pt Clerk's Dfice Label
: 0 5 i Bl o et
3. Double click to open the S .
absentee application. Volelocain  |Viatal v
o i | [ e
4. Edit the incorrect Absentee .
Addre_ss, App Type, Vote o
Location, or Batch Name. s
5. Click the Quick Tasks L EEe.
button, and then choose
Process Absentee
Application. .
6. Mark the application as Approved, and Process as normal. abscnlee Uplices

f L: 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

V12/28/2012 -20-
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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, orif 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. SeleCt the Menu x| General |E\e;t.ong|
et
lcome 1o AESM Last Mame: First Mams: Middle Mame: Suiffin “Water Reg Mum:
Absentee I %} ok
Appllcatlons nOde [+ Woter Applications |a ‘ ‘ | j |
on the Ma|n Menu N ) Drate of Birth: Application Type: Application Status: Application [ ate:
-\ E

tree, or the g Election ‘workers | ‘ J ‘ J | j

Q Palling Place Locatians Woting Method: “Wating Location:
Absentee ] Contsets | B | 5
Applications node | HPawen =~

e . 45 Addressing and Districts

within an e|eCtI0n l;j Calendar Records Retumed: 20 [ Count Orily Search Clear

P Pelitions

. = Feports
2. Enter the desired %= Lebel: and Mailngs
: : &[] Schedulsr Name “ater Reg Mum App Type App Status Election Descrip.. | Election
criteria and _Se_arch =[] Administration AARERUP, KRISTINE M| 0046389567 Fiegular Lpproved 2009 GEMERAL.. |SINGL
for the appllcatlon . AAMODT, DAYID & 0046363001 Fegular Approved Fecuring ALL
[+] AAMODT, DAYID & 0046369001 Fegular Approved 2009 SPRING E.. [SINGL
ABDULRAHMAN, ADE . Fegular Fecuring TYFE

3. Click on the

Quick Tasks

[+] ACHTERBERG. JAMICE

Permanent

CHTERBERG, FRED

046363053 Peimanent

Pending

Approved

Recuring
Flecuring

Approved ALL

application you

W|Sh tO can Cel ¥  Add New Absentee Application

xv) Cancel Absentee Application

@ Piocess Absentes Application

[*] AHLERS, CAROL & 0046363083 Fiegular Approved 2009 SPRING E.. |SINGL
[F] AHLERS, JASON B 004E38E880 Riagular Approvved 2009 SPRING E.. |SINGL
ALBINGER, DIANNE 0046363107 Fermnanent Approved Fiecuring ALL
[+] sLBRECHT. JOYCE L 0046355306 Fiegular Cancelled 2006 PARTISAN.. |SINGL
[+] ALIOTA, CHRISTOPHE.. |O04E365147 Permanent Approved Fecuring ALL
ALLEM, GLEM P 0046969153 Permnanent Approved Recuring ALL
[+] ALLEN, HEIDI # 0701067300 b litary Approved Fiecuring 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.

7. You should see a dialog box confirming that

Cancellation Reazon

El

b @) far _

Adminiztrative Action

[eceazed

Permanent Statuzs Expired

Woter Initisted

oter Pravided False Information

B

A

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 Reasan

Cancel &pp

|§Deceased

Absentee Application ll

Application cancelled successFully,

Absentee Application i

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

X|

2

You may select multiple applications by holding down the Control key and clicking on each
application. This will allow you cancel several applications at once.

V12/28/2012
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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.

2. Click on the Print Reports Quick
Task.

3. Inthe Category drop-down, select
Absentee.

4. Under Reports, select the
Absentee Application Listing.

5. Click Next.

6. Filter your report:

{a} Welcome to AESM

[ a “oter

[#-{=2] Yoter Applications
-] Abzentee Applications

‘Q Elections

g Election \Workers

QI Palling Place Locations

- | Contacts

- Z Payment

[]--EE Addressing and Districts

@ Calendar

-2 Petitions

- =1 Label: and Mailings

{3 Scheduler
[T Adrmiristration

SelectReport

Step1of 2

Categary:

Reports

)| ppl
Absentee Application Statisti..
Abzentes B allot Listing
Wl Abzentee Application Ball.

Wil Ahsentes Annlicatinn Ral ﬂ

Absentee Application Listing

tdodify Layout |

Delete |

a. Click the Custom button next
to the Filter drop-down. I
b. Copy the filter displayed below.

Type the correct election date in
dd/mm/yyyy format.

=

Mext

Selected Report
Absentee Application £ iating

Public Feport

ReportOptions

Sort By

[Select Sart) ﬂ Cuztorn

More Report Options

Custarn

¥ Show Protected Information

Frinter Setup

Print Options
@ Preview
O Print Now
O Schedule

[Select Sch... ﬂ Custam

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.

=1olxl
J ,&;1 Use Filter Save |= Save s x Delete | Clear B Close =
Filter Name: ‘ j

RPTView_AESM_sbsentestpplicationlisting |

And/Or Field Name Condition Value

And Election Date Equalz 44772009

And ‘&bz App Type Code Equals Permanent [ PERM ]

And \Abs App Status Code Equals \Wppraved [ APR |

And \&bs Bal Status Code Equals Cancelled [ CAMC )

And \&bs Bal Status Reason Code Equals Ballot Mot Returned [ CEMNA )
- S X

V12/28/2012
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c. Click Use Filter.

! u. The Absentee Application Listing can also : _[alx]
be used to get information on applications < 2 oot s [l 5o K ook L] cor O Com |
that are approved for a certain election. N—— — 7
If you copy the filter displayed (and specify
the correct Election Date), you will receive | st imsiiciotin |
a list of all applications that will produce e S p— =
ballots for that election. Remember the nd b App St Cocle Equas Agproved (4P )
election must be inherited for this filter to A |
work. You may also add a filter for Abs

App Type Code, if you just want to see a
certain application type.

7. Sortyourreport B
a. Click the Custom button next to | 2 usesont [ save oot W Cose |
the Sort drop-down. Sort Name| -
b. Copy the Sort displayed. This will Fisldhame || Order =
put your report in order by the s Narre =
voters’ names. G X

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.

. . . Printer Setup Printing Motification b4
9. Click the Print Now radio button. _I
Prc|;|;0p.t|ons \_iJ Report Prink or Export is Complete!
TEvIEn
10. Click the Print button. @® Print Now
O Schedule
. e . [Select Sch. = Cust
The Print Notification dialog box S E I
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 (4/7/3009)

APPLICATION PERM

ID Number Name and Address District Ballot Type App. Issued App. Ballot Ballot Vote Ballot Style
Comho Returned Sent Returned  Recorded
000469157 ABRAHAMSEON, JAMESE 13251-093-1 COFCL 14152008
3f10/2009 Iladison?
DOB: 1711900 7401 LINDERMANN TEL MADISON, WI 53719
000439603 ADAMS, PHYLLIS & 13251.025-1 OFCL 212242008
31102009 Madisonl 8
DOB: 10141900 5341 COMANCHE WAY MADISON, WI 53704
000336133 AHRENSE, JUNE & 13251-070-1 OFCL QATI2006
31132009 Mladisonll

DOB: 11/1500 238 WESTMORLAND BLYD MADISON, WI 53705

\V12/28/2012 -23- The WI Notice to Permanent Absentee Voters
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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.

teru X

1. In the Main Menu, {é} Welcame to AESM

click on Labels and | ® & Vo

. -5 Yater Applications P o _
Malllngs. -] Absentes Applications Select Mailing 5 d Mailing
- _‘ Elections = Lategony: —~— > t}\fl Motice to Permanent Absentes
T & Electionwoarkers < Abzentee Applicati - oters

2. Clickonthe || .. Q Paling Place Locations I | sertee Apploaen J M ailing Options

Generate/Print || 4 Contacts Maiings .

HH ick |l = Payment %] Motice to Permanent Abs ﬂ E!Iter =
Malllngs QUICk []--Eé} Addreszing and Districts e . ) ﬂ Custam
Task. " Lo SartBy

E% Reports [Select Sart) j Custarn
3. Inthe category S @l '5"3| ""'j M ailings Messages
cheduler
drop—down, select - [ Administration [Select Message) ﬂ Custom |
Absentee More Mailing Options
Application. [ Schedule Maiing
[Select Sch. j Cuztom
4. Under Mailings, 0
select the WI Print Optiong ————
Notice to Sepl el M Frinter Settings |
Permanent O Froview
Absentee Voters. O Print Mew
{3 Queue far Later Printing
5. Click Next.

(]9

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.

FilterForm T = |I:I| Xl
J _&'_'1 Use Filter Save _EJ Save hs x Delete _1 Clear M Close _ ‘
Filker Mame: | j
wilbd ailingzPermanentd brentees I
And/Or Field Mame Conditian Walue
And Election Date Equals 4/7/2003
And Absentees Application Type Equals PERM"
And Abs App Status Code Equals aFR”
And Yote Recardad Equals MO
Anid Ballat Statuz Reason Equalz Ballat Mot Returned [ CEMA
N TEEE X

Z) Inorder 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: _

J i-] Lise Sort E Save

Delete . Close "

o s 3

d. Click the Custom button SottNamel -]
next to the Sort drop-
down. FieldName = || Drdler {58
SendTolasthame A5
i SendT oFirstName ASC
e. Copy the Sort displayed. : ~ I XX

This will put your report in
order by the voters’
names.

f. Click Use Sort.

8. Click the Printer Setup button and verify that your printer settings are

correct. Once they are correct, click Save Settings.

9. Click the Print Now radio button.

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.

Print Options
{2 Preview

{2 Schedule

[Select Sch.. ﬂ Custom

Back | Print |

Printing Notification

-
eport Print or Export is Complete!
I R t Prink ar E; tis Complete!

Accenture. AES.AESM.UIComp

Did the mailing print successfully?

fes 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.

City Of Wast Band

Amy Reewteman ! Clark
1115 MAIN 5T 5

WEST BEND, WI 53025
(262} 335-5103

August 17th, 2009

Dedores A Bamande
1505 Hiltop Dr
West Band, Wi 530950000

Diear Dedones & Bemande,

1Zur reconds Indicate that we did not recelve an absentee balot from you for the 2009 SPRING ELECTION on
4712009, Dur ofMce Is responsible Tor comparing the list of permanent absaniee ballot voters to those volers who cast
and returmed an abserntes ballof during this election. 5. .86 ()], Wis. Stats. | s our responsiblitty bo notfy you that
your name wil be remaved from the list of pesmanent absanies volers, unless you submit the renewal request below
to our office within 20 days of recelp of this nofification. Fallure to do so within the 30-day parod will casse your name
o be remaved from the list of permanent abseniee volers. Please note that the remowval of your name from this list
does nat afect your vobar regisiration.

We appreciate your prompt ttenton o this notification. Piease fiesl frae 10 contact our oMce If you have any questions
at (252) 335-5103.

Sincerely,

Amy Rewteman
CLERK

Fring for R ol Py Al Bkt

| request Mat an absantee ballot be sent o me a5 provided by 5. £.36 (2)(3), Wis. Stats., and | certity that | am a
United States Clizen, age 15 o okler, and that | nave resided at my lagal voling address for at least 10 days.

| furher cerify that | am Indefinitely comfined because of age, liness, Imfimmity or disabillty. | reque an absentes
ballot be automatically provided for evary election untl such fime as | noaffy youw or wTtl such time #5 | fall to retum an
absantee ballot.

{ Signarhare of Absentes Elector) 7047005

/

/

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

%’E 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.
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Update Permanent Absentee Applications

For those voters who do not contact you to remain on the Permanent Absentee list:

1. Open the 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.

+ N 2010 SPRING FIELD SPECIA
1N 2009 SPRING ELECTION

x
N 2010 STATEWIDE TEST ELE 4 |
N ABSENTEE TRYOUT

----- 2 At A Glance
----- Paolling Places
Pall Book.

..... i,g Fayments
..... 51 Record Yotes

----- ] Supplies
Baillat St_l,lles

Absentee Ballots
Pravisional Ballots
Candidate Filings
Contests

Election Results

Reparting Units -
| »

_____ 3

x| Cancel Absentee Application

R PRy

serites APD

General |
Lazt Mame: First Mame: Middle Mame: Suffi “Water Rea Mum:
| | | [ = |
Date of Birth: Application Type: Application Status: Application Date:
| | Permanent j |Appr0ved ﬂ | j
Woting Method: Woting Location: Ballot Status: Ballot Status Reason:
| j | j | ﬂ |Ball0t Mot Retu... ﬂ
Records Retuned: 430 [] Count Only Search | Clear

hy that column

Fr-rm:rn-nr

» DAMS JAEKW 0000437203 Vald Aplication ec:umng

0000043073 F'ermanent

App Status App Status Rea.. Election

ppli

Election Descrip...
u|:.|:|n wed Recuring
ppli
ppli
ppli

l”llll]
urming
urring

0000508725 Permanent

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.

]

Listing report to help you verify the applications to be cancelled.

4. Click the Cancel Absentee
Application Quick Task. The
Cancel Absentee Application

panel will open.

5. Under Cancellation Reason, select
Permanent Status Expired.

6. Click the Cancel App button. You
should see a box confirming how
many applications have been

cancelled.

Cancel Selected Absentes App—

Cancellation Feason

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

FPermanent Status Expired

< Cancel App
-

| Absentee Applicatio il

Administrative sction
Deceased

FPermanent 5t:
Yoter Initiated
Woter Provided Falze Information

=

19 Absentee Application(s) Cancelled

A
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