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Every two years, after November General Elections, all voters who have not voted within the past four
years must be mailed a notice that their voter registration will be suspended. If a recipient does not
respond within 30 days, their voter record in SVRS will be inactivated.

For the 2014/2015 Voter Record Maintenance, the G.A.B. will identify affected voters and send each one
the required mailing. The return address on each postcard will be the voter's municipal clerk. If a recipient
returns a postcard to the clerk requesting to remain an Active voter, the clerk will adjust their record in
SVRS accordingly. Recipients who have a postcard returned by the post office as undeliverable will be
inactivated when clerks record the mailing in SVRS or CRM.

Voters who have a changed name or address are instructed to not return the card,
but instead re-register under their new name or at their new address.

Overview

Four-Year Maintenance consists of several steps:

Firstly, all voters who registered on or before 12/31/2010 but did not vote after 12/31/2010 will be
identified by the G.A.B. Their voter records will be changed from Active — Registered to Active —
Suspended (4 Years Notice). (The G.A.B. runs separate checks for voter participation in February 2015
and April 2015 to identify those who have voted, these are removed from list of voters sent postcards.)

Next, all Active — Suspended electors will be sent the required Notice of Suspension of Registration
postcards.

The municipal clerk will receive postcards returned by the post office or by the voter. SVRS users will
record the returned mailings themselves, and Reliers will forward copies of the postcards to their SVRS
Providers on a weekly or bi-weekly basis. Relier clerks should speak to their SVRS Providers if they
have questions about how often they should forward groups of returned postcards.

Thirty days after the postcards are sent, the G.A.B. will inactivate all electors who have not responded.
Their status will be changed to Inactive — 4 Year Maintenance.

Municipal clerks should pull hard copies of the voter application for all electors that are changed to
inactive status and attach the original returned postcard to the application. These may be destroyed
four years (2019) after the change.

Notes

You can still record votes and send absentee ballots to voters who are Active - Suspended. If a suspended
voter has a vote recorded in the 30 days between when they are sent the Notice of Suspension of
Registration postcard and when they are scheduled to be inactivated, the G.A.B. will automatically change
their status back to Active — Registered.

V6/1/2015 -2- Four-Year Maintenance Overview
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Confirm Sent Postcard

The G.A.B. will send each voter the Notice of Suspension of Registration postcard displayed below.
Each recipient’s record will be noted that the postcard was sent.

To verify that a voter has been sent a mailing:

1. Open the voter record.

2. Gotothe ACthlty tab. Generall Dtherl Activity ||Jistricts| Yoting Aclivityl FRegistration Historyl Documentsl
Search
Betwesr: = and | 37252015 |
3. Enter the Activity Type Actty Type: [ aings -]

of Mailings.

4. Click Search. = ||Last Change.. = || Last Change.. = || Created On

f5/4/201 4/15/2015

Jurisdiction
p CITY OF MILWALIKEE - MAIM - 41251

= || Created By x|

jacobp

5. Click on the mailing
record displayed in the
upper grid, and the
mailing’s description and
date sent will appear in
the lower grid.

Details

Maiing Type = || Form Description v || Queusd On +||Retumed On || Response id
[/ OTHAIL of Fex n : 5 ~anin

TERI LEHRKE
WA iy NOTICE OF SUSPENSION OF REGISTRATION
LA CROSSE WI 54601-3374 LS. POSTAGE

You are hereby notified that your voter registration will be suspended,
according to state law, for failure to vote within the previous 4-year
period, unless you apply for continuation of your registration within 30
days. You may continue your registration by signing the statement on
the other side of this posteard and returning it to your municipal clerk’s
office by mail or in person.

PAID
PERMIT N0 | 360)

RETURN SERVICE REQUESTED

CITY OF LA CROSSE - WARD 14
LA CROSSE COUNTY
CONGRESSIONAL - DISTRICT 3

NOTICE OF SUSPENSION OF REGISTRATION If you have changed your residence or changed your name, please
contact your municipal clerk and complete a new voter registration
form. Municipal Clerk contact information can be found on the
G.A.B. website: gab.wi.gov/clerks/directory

00000001

ANDREW JAMES KRANZ
617 MAIN ST
LA CROSSE WI 54601

III"ll:l'|lt||IIIIIIII|Il|||||llIa"'I||"l||I||l|lll||"l|“"|

If you have any questions regarding this notice please contact the
G.A.B. Help Desk at (608) 261-2028 or gabhelpdesk@wi.gov.
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Here is a sample of the return portion of the 2015 postcard, showing the Application for Continuation
of Registration. The black print will remain the same on each card. Red print will change for each voter.

CLERK

MUNICIPALITY NAME
STREET ADDRESS
CITY, STATE, ZIP CODE

Return
Postage
Required

I APPLICATION FOR CONTINUATION OF REGISTRATION

' I hereby certify that I still reside at the address listed below and apply for
! continuation of registration.

I

! ANDREW JAMES KRANZ
1617 MAIN ST
: LA CROSSE WI 54601

! Signature: Date

1
1
1
X I you have changed your residence within the State of Wisconsin, or changed your name, YOU
; SHOULD NOT SIGN the above statement and are directed to re-register at My Vote Wisconsin
- ‘website: myvote.wigov. Choose your voter category. Enter your name and date of birth. Select
: Update Voter Information and complete the Voter Registration process.

; CITY OF LA CROSSE - 32246

1
1
1
1
1
|

10019117063 - \/oter Registration ID

L

13138154

/== Mailing ID

All postcards will be returned to the municipal clerk. This includes municipalities that rely on their
county or another municipality to provide SVRS services. In that case, the Relier clerk should keep all
returned postcards and send them in groups to their SVRS Provider on a weekly or bi-weekly basis,
or in one large batch if that is what their SVRS Provider prefers. SVRS Providers will follow the steps
below to properly record the status of the returned postcards.

V6/1/2015
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Process Returned Postcards

Four-Year Maintenance postcards will be returned by the post office because they are undeliverable or returned
by the voter because they wish to remain registered. Postcards can be processed via SVRS or in a new, easier
way through our Customer Relationship Management software (CRM). Please see how to access CRM at the end

of this chapter.

Although we highly recommend using CRM to process postcards, the following instructions describe how to do

perform each task in CRM and in SVRS.

Postcard Returned Undeliverable (CRM) — Returned by the Post Office

Locate 4 Year Maintenance on the main screen menu under Workplace.

1. Click on the Voters.

2. Change the view My Active Voters drop-down to 4 Year Maintenance — Active Suspended.
(The Active Suspended view allows users to monitor how many voters records need to be processed.)

Workplace o G- ] : ?
| Four-Year Maintenance
* ] Click to view a training video.

4 Ineligible Voters
-_|j Ineligible Voters Dashboa...

-4 Provisional Ballots

E Provisional Tracker System :-.“",t . P o T ¥ O S (T S
j& Provisional ballots

jéﬁ Mo Provisional Tracker

Parent Customer d rhone

Four-Year Maintenance || o |
¥ & .5
_ | Click to view a training pdf. Lol
= ¥e.
+ 3
~ A ’.—s*_u

4 Absentee Ballot Voters | My Active Voters ~ b
_r& Absentee Ballot Trackers Full M System Views nal =]
4 Ballot Preview [ - ]
: 3 Ol apsoy 4 Year Maintenance - Active Suspended =
v < ballo il
i — i 4 Year Maintenance - Inactive
( & 4;?\::::“!“3““ r:' ABEY? My Active Contacts
Z = I:' ACKH Registered - Active
IZ]  AcTo,

Y

=
-,

The Four-Year Maintenance training video and guide are available from this site.

3. Click in the Search for records field and enter the Four-Year Maintenance Mailing ID. The mailing ID
number can be entered manually or scanned in from the postcard with a barcode reader. If you enter the
number manually, you must then hit Enter on your keyboard to search the records. (Voter last names &

registration numbers can also be searched.)

i

=
=

4. Click on the voter’s name to access the voter record.

If you enter the number manually, you must then hit Enter on your keyboard to search the records.
(Voter last names & registration numbers can also be searched.)

Voters Search Results ~
Voter Registratio.. Mailing ID
0000182464 12389577

Full Mame &

12385577

[
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5. A new window /22 Voter: GEIGER ERIN - Micrasoft Dynamics CRM - Windows Internet Explorer provided by State of Wiscansin ===
WI” open Wlth | A http:-'-'\-n-\-wma[\DthZ?.:'.'r:.wwstate.acc-'Gi\E-'ma\na:px?el::Z&a(traqE:“-;Ef_gr\[\TypE“'E(IZ“'&ZGE&“'B[\Z%26id“-n..:‘d%257bC??EEDDT'5593—Ele—BOFB—OOSOSGSCZEEQ%257d“-;ZGpagemu[IE”@(I\framE”'oZGprel‘
@ Wiscansin Flestion Managemenl s,,m...- . @
the voter record i eae P
Change the = =
Reason from e =
Suspended o
(4 Years Notice) &) o
to 4 Year ERIN GEIGER
Maintenance. e S A o
Voter Registration Status Voter Registration Status Reason Registered On
Active Suspended (4 Years Notice) 11/18/2004
6. Choose R
12389577
Save & Close.
Status | Active Reason | Suspended (4 Years Notice) '
4 Year Maintenance
\SJ;srded {4 Years Notice) m
7. Above the data grid, click on the X in the Search for records field and return to Step 3 and repeat.
Voters  Search Results ~ 12388577 xl"l
I:l Full Name & Voter Registratio... Mailing ID
D GEIGER ERIN 00001582464 12389577

Postcard Returned Undeliverable (SVRS) — Returned by the Post Office

1. (SVRS Providers Only) Select the correct municipality (town, village, or city) in the Active Jurisdiction
drop-down box.

2. Onthe main menu, hit the plus sign (+) by the Labels and Mailings node to expand the menu choices.

3. Click on the
Return
Mailings
sub-node.

4. In the Quick
Tasks pane
in the lower
left-hand
corner, click
the quick
task
Record
Return
Mailings.
The Record
Returned
Mailings
screen will
open.

- ol x|

H% Menu  Shortcuts | 2} Quick Tasks - _

RO

=

|2 | | [ ay | Active urisdiction: [CITY OF MERFILL - 35251

Menu X | Maiing Recorded Betweer: Recarded By: Mailing 1D
~{pt Welcome to AESM -
' | B ] 8
= Maling Type: Respanse Type

Yoter Applications

- Abzentee Applications |
M Elections

g' Election ‘warkers

ﬂ Palling Place Locations

&3 Contacts

228 Payment

E3] E;E Districts and Dffice Types
% E Calendar

Record Returned hMailings
FRiecard Maiings | Searchl Fecord Group

[

Search Clear
=l x|

B

[ Aute-Frecard

UnFecard

Fiesponze Type Response Date:

& Fieports .
{ = Labels and Mailings Mailing 0
N\ {=# Queued Mailings |

- | | 44352015 Fecord
Ell |

=l

1= Oueued Batch Maiings

Home:

Mail

Quick T

Clear

Quick Tasks

| Date Record. + || Mame

= || Mailing Farm j| Response Type ﬂ| Recorded By = || Mailing 1D =l

£
iz ( Record Retum Mailingls)

V6/1/2015
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5. Click into the Mailing ID field and scan the barcode or type in the numerical mailing ID number.

6. Click into the Response Type. Choose Returned — Undeliverable from the drop-down list.

7. Click the Record button.

8. Returnto Record Returned Mailings | R
Step 5 Record Mailings I Searchl Record Group
and repeat. [ Auto-Record
ailing 10 \ Responze Type: Response Date: B EED |
[ ) | Freturmed - Undeiiverable = ||| 32502015 -] Record |
Home:l
Mail:l Clear |

Date Record. = || Name
[ ©/25/203 ALVIN, FRAMNE

= || Mailing Form

Metice of Suspensio. Retuned - Undelive...  doffic

|| Response Type = || Recorded By = || Mailing ID -]

2416211

Special Situation — Deceased Voter

If there is a note on the postcard that the voter is deceased, follow up to see if you can find an
obituary for the voter, or see if that voter is listed in the Death Record matches in the Voter Matches
node — see the HAVA Interfaces chapter for more information on Death Matches.

on a postcard may not be reliable.)

You may also ask for a letter of testament from a family member. If you verify that the voter is deceased,
you can open their voter record in SVRS and mark them as Cancelled — Deceased. You should only
mark a voter as deceased if you have reliable information. (A hand-written note by an unknown person

Postcard Returned for Continue Registration (CRM) — Returned by Voter

Locate 4 Year Maintenance on the main screen
menu under Workplace.

1. Click on Voters.

2. Change the My Active Voters active drop-down to
4 Year Maintenance — Active Suspended. (The
Active Suspended view allows users to monitor
how many voter records need to be processed.)

3. Click in the Search for records field and enter the
Four-Year Maintenance Mailing ID. The mailing ID
number can be entered manually or scanned in from
the postcard with a barcode reader.

4 4 Year Maintenance
8= Voters
D 4 Year Search

My Active Voters «
System Views
4 Year Maintenance - Active Suspended
4 Year Maintenance - Inactive
My Active Voters

Registered - Active

Search for records o

V6/1/2015 7
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-} If you enter the number manually, you must then hit Enter on your keyboard to search the records.
In addition, you can also search by entering the Last Name or Voter Registration number into

the Search for records field.

4. Click on the voter’'s name to access the voter record.

Voters Search Results ~ 12388!

in
=
=1

Full Mame &

< [ cEcer RN

Voter Registratio.. Mailing ID

12389577

1]

00001582464

5. A new window
will open with
the voter
record.
Change the
Reason from
Suspended
(4 Years
Notice) to
Registered.

6. Choose
Save & Close.

(=) Voter: ABBOTT JEFFREY - Microsoft Dynamics CRM - Windows Intemet Explorer provided by State of Wisconsin

= llo =)

Bid%3d %257 bEBB3B5DD-5593-E211-BOF8-0050568 C2EE9 %257 d %26 pagemode3diframea26prel |

\‘,‘ http://wwwmad0tl627.svrs.wistate.acc/GAB/main.aspxletc=2&extraqs=%3f_gridT

A Wisce

crmClerk ev @
Gevernment Accountability Board &

=

¢ [ Close Run
Report +
Data
m Voter
u

JEFFREY ABBOTT
Voter Registration Number Birthday Owmner
0000266051 7/28/1919 m CITY OF SUN PRAIRIE

'Voter Registration Status Voter Registration Status Reason Registered On

Active Suspended (4 Years Notice] 10/30/2004
Mailing ID
12388673
Status Reason | Suspended (4 Years Notice) []
4 Vear Maintenance
Registered

7. Above the data grid, click on the X in the Search for Records field and return to Step 3 and repeat.

1 Full Name a
[ cEGEr ERM

Voters Search Results ~ 12388!

.n
3
X

Voter Registratio.. Mailing ID

0000182464 12389577

V6/1/2015
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Postcard Returned for Continue Registration (SVRS) - Returned by Voter

1. (SVRS Providers Only) Select the correct municipality (town, village, or city) in the Active Jurisdiction
drop-down box.

2.  On the main menu, hit the plus sign (+) by the Labels and Mailings node to expand the menu choices.
3. Click on the Return Mailings sub-node.

4. In the Quick Tasks pane in the lower left-hand corner, click the quick task Record Return Mailings.
The Record Returned Mailings screen will open.

5. Click into the Mailing ID field and scan the barcode or type in the numerical mailing id number.

6. For a voter who has returned their postcard:
Choose Returned — Continue Registration from the Response Type drop-down list.

F-!E!IZ:IZII'I:i Returned hMailing — | [=] | X |

Record Mailing: | Searchl Fecord Ein:nupl

| Motice of Suspension of R egistration [ Auto-Record
Mailing |D: Response Type: Response Date: A |
| 3431752 ) | |3/28/2015 ~| Record |J|

— |

|AHMED'Y'&HIA' AHMED | Feturned - Continue Registration
Hame: | 8909 ' CR&W Returned - Undelverable
bl Clear |

| Date Record.. jl M ari pe = || Recorded By = || Mailing 1D =l

7. Click the Record button.

You will see this message.

8. Click Yes to open
the voter record.

ARD =S E] e
9. When the voter ; , —I—I—I
record appears ‘ H Save and Close = Save and Hewr x Close ‘ 3 Guick Tasks |® & voter Initiated = ‘ SetDefaults 4 J o
Change the Sta;:us_ General | Other I Activityl Districtsl Yating Activityl Registration Historyl Documentsl
Reason to Active — i |DUND,H|EHAHD o VoterReghum |n7pgzpgrpn Owner CITY OF MILwA,
Reg istered. Address Yoter Status
Home Address | 3013 N MURRAY AVE E Active - Registered | |3 X
10. Inthe Status [ MILWALIKEE, W1 532113205 251285513 i ek JWJ
Comment field Statuz Comment; | 4-Year Voter Record MainteW
! Water Achil
delete the 4-Year 4 .
Voter Record M Date Registered: | 11,7,/2008 j Last Date Chnad: | 10,21 ,/2012 j
Malntenan ce Date LastVoted: | 49,7201
(2014) comment. o itE

11. Click the Save and Close button.

12. Return to Step 5 and repeat.

V6/1/2015 -9- Returned by the Voter
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Special Situations — Returned Postcards

As you are processing postcards in CRM or SVRS, you may encounter certain situations that require
you to update the voter’s record in SVRS. The following are the SVRS procedures for these situations.

The Voter’'s Record is Already Active — Registered

This voter was already reactivated because he or she voted, re-registered, or for some other
reason. Leave the voter record as Active, and make sure the 4 Year Voter Record Maintenance
comment has been removed. Save and Close the record.

The Voter Has Crossed-off the Printed Name or Address and Written an Update on the Postcard

First, search the Voter node statewide to see if the voter has an updated voter record at the new
name or new address. It's a good idea to include Cancelled/Non-Valid Voters in your search.

o If the name is misspelled, or there is atypo in the address, you may correct the voter record.
If there are two separate records because of the typo, you must merge the two records together.
See the Voter chapter for directions on how to merge duplicate voter records.

e If the name or address has changed, the voter must reregister. If you wish, you may send
a mailing to the voter telling them they need to reregister, and enclose a voter application form.

o If the name or the address has been changed on the card, and you discover the voter
is already Active — Registered at the new name or address they provided to you, the card
was sent to a duplicate voter record. Merge the two voter records together. If the voter has moved,
and now lives at a new address outside your municipality, call the GAB Help Desk for assistance
with the merge.

o If the address has been changed to an out-of-state address, check the voter’s record for a mailing
address. If the address listed on the postcard matches the voter’s current mailing address, you may
record the mailing as returned and change the voter’s status to Active — Registered. If the out-of-
state address provided does not match the voter’s current mailing address, record the mailing as
undeliverable.

The Voter Has Not Signed the Postcard

If they request to remain on the registration list, but without a signature, the renewal request is not
valid. Do not record the mailing as returned. The voter will be inactivated after the 30 day period has
passed. You may attempt to contact the voter to let them know that they must re-register, but this is
not required.

The Voter Responds by Phone

Again, without a signature, a request for renewal is not valid. Have them return the postcard or fill out
a new registration form.

V6/1/2015 -10- Special Situations
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Un-record a Mailing Recorded in Error (CRM)

Any Four-Year Maintenance voter record can be easily retrieved and edited.

1. If you have recorded a mailing in error, enter or scan in the mailing ID number into the Search for
records field. Click Enter on your keyboard. (You can also search by Name or Voter Registration

number.)

2. Click on the voter name to access the voter record.

3. Modify the Reason drop-down to record the mailing correctly.

4. Choose Save & Close.

Un-record a Mailing Recorded in Error (SVRS)

1. If you have recorded a mailing in error, enter or scan in the mailing ID number into the Mailing ID field.

2. You will see the UnRecord button become active. Click to unrecord the mailing. Remember that un-
recording the mailing will not undo the changes you made to the voter's record, if any. You will have

to search for the voter and make those changes separately.

Record Returned Maillngs -l o] x|
Fecord Mailings | Search I Record Group
| Matice of Suspension of Registration 1 Auto-Record

M ailing 10 N\, FResponse Type: Fesponze Date: | UtFimme |

< | 8626323 )| ] - Rzcard |
N~—
| BACKLIS, NANCY &
H-:-me:l 365 LAVERME DR GREEM BaY. Wl 54311-4709
Mail:l Clear

k4|

MNEY A

t ailing Form

Date Record.. = || Mam

ALK Rl

UnRecord Wailing

|| Responze Type
Motice of Suspensio. Retwned - Continue...  doffic

J{) Mailing is UnRecorded.

= || Recorded By

v || Mailing 1D

V6/1/2015
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Identify Four-Year Maintenance Voters

Create a report to print or view a list of affected voters.

Using Excel and a My Active Contacts List (CRM)

Export a My Active Voters spreadsheet to identify all the voters who were sent a postcard. Reports

can also be exported for the other views.

1. Change the view to conform to the list you wish to export.

| My Active Voters -

System Views
4 Year Maintenance - Active Suspended
4 Year Maintenance - Inactive

My Active Voters

e 4 Years Maintenance — Active Suspended
(Voters who received postcards and not reconciled)
e 4 Years Maintenance — Inactive
(Post Office returned or unreturned postcards)
e My Active Voters
(All postcard recipients)
e Registered — Active

(Voters who requested to remain active)

Reqgistered - Active

2. Click on Export to Excel. (If any pop-up blocker messages appear — Click OK.)
[P — P tccsnatn Blostion Manaseaeut Szt BRI — — — — — — — — /00
Change Jurisdictiod] Accountability Board &
=¥ Expert to Excel ! =
G - [
*q
b Activate
Workplace a 3 ‘ !
4 Extensions Deactivate
(& Voter Mailings .ﬁ.d'..'e r'C'Elj
4 Ineligible Voters ol
D Ineligible Voters Dashboa... REpcrt = F r:lj
P 2
T Provisional Tracker System -
Lg4 Provisional baliots Voters Search for records o
& No Provisional Tracker ] Full Name Midsle Name Suffix Veter Registratio.. Voting Address  lurisdiction Mailing 1O Last Admin Ac &
A== [C] ABSOTTIEFFREY A CITY OF SUN PR.. 12383673 asrim
Léy Absentee Ballot Trackers |[F]  pgporrMicHEL. n CITY OF SUN PR... 12388674 3/
T ] ABEYSEKERAJA.. D CITY OF SUN PR... 12388678 3/
D LD TS D ACKERMAN LIsA E CITY OF SUN PR... 12388686 3/
LS Yo, Mt iER D acs D ACTON DAVID A CITY OF SUN PR... 12388688 3/
84| voters g =
D WA e D ACTON STEPHA... CITY OF SUN PR... 12388689 3/
[C] ADAMOWSKIAL. R CITY OF SUN PR... 12388690 3/
D ADAMOWSKIM... T CITY OF SUN PR... 12388691 3/20/:
—
Use this type of worksheet:
3. EXpOI’t Data to Excel (" Static workshes corde from this page
- Change type of worksheet to “...all pages” < tatic werksheet with recerds from all pages in the current view D
_ C||Ck EXpOI’t Dynamic PivotTable
" Dynamic worksheet
4. Choose Save. This will download the file to your computer’'s Download folder.
5. Click Open Folder.
6. Open the My Active Contacts.xls file.

V6/1/2015 -12-
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7. An Excel security message will appear — Click Yes.

The My Active Voters data is all-inclusive reflecting all the voters reconciled as Four Year Maintenance
—Inactive or Registered—Active or voters that are still listed as Suspended (4 Years Notice). You can
now work within Excel to review or print your Four-Year Maintenance data.

Using Voter Listing with Districts (SVRS)

Create a report to identify which voters were marked as Active — Suspended (4 Years Notice),
and which voters were inactivated by the Four-Year Maintenance, because they did not return the
postcard and request to remain Active.

1. From the Main

Menu, click the - {a} Welcome to AE GM

Reports node. | & & Votar
-] Voter Applications Select Report ——————— Selected Report
<] Abszentes Applications S 52 ST
2. Click the Print || &\ Elestions R piegiarnglut
Reports Quick i@ Election‘w/orkers ) Public Repart
T pk Q ﬂ Paling Place Locations Lategory: | Vater ﬂ ]
ask. - &d Contacts Report Options
.5 Payment HEpotsi Fiter
3. Leave the ¥ £53 Disticts and Office Types folcliing Teiect Fite =] | Custom
| Calend
Category set ; FI”_ Sart By
Voter. R =
to Vote “iater Bedistnichnn [eneric: [Select Sar] J M
Water Lizting with Districts More ReportOptions
4. Under
RepOFtS, - ~ ¥ Show Pratected Information
make sure v s
Voter Listing _ PinterSep |

with Districts Print Options
is selected. ® Praview
O Print Naw
=4  Print Reports O Schedule

5. Click the Next

button Create Report

Biclilia | VL | [Select Sch.. j Custom
Mest Back ‘ Preview ‘

6. Filter your report:

a. Click the Custom button next to the Filter drop-down to filter your report.

b. To filter for voters who have been marked Active — Suspended, copy the Filter to the right.

™ FiterFarm P (s
J_&j Lse Filter IEi Save ,;J Save As X Delete j clear B Cloze =
Filter Marne: | ﬂ
FRPTWiew AESH_WaoterListDistrict I
And/Or Field Mame Condition Walue
Aind Statuz Heazon Equals ASUSP*
‘ - I Y

c. Click Use Filter and skip to Step 9.
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7. Tofilter for voters who have been marked Inactive — Four Year Maintenance, copy the filter below.

L N

(kD

10.

11.
12.
13.

- | =] | x |
J _h_l Use Filter F,:] Saye _J Save s x Delete _1 clear B Close -
This filte_r looks for Fiter ame: | =
voters with a Status
Reason of |4YR’ who RPT4iew AESH_WaterListDistrict I
were last Changed And/Or Field Mame Candition Walue
after a certain date And Status Reason Equals 14¥R
(use 6/15/2015) And Last Administrative Activity DataTime lsGreaterT han EAR/2015
: - I X

If you make changes to your District Combo records, or change the Mapping, all voters associated with
that District Combo will have their voter record updated. This means if a voter was inactivated by an
earlier Four Year Maintenance (such as in 2013), but their record was updated after the date in the filter,
they will show up on your list of inactivated voters. If you need help identifying only those voters who were
inactivated in 2014, wait for the list that the G.A.B. will send out, or contact the GAB Help Desk.

Click Use Filter.

Sort your report.

a. Click the Custom button by the Sort box.

b. (Optional) If you running
this report at the county
level, and want to
separate your voters by
municipality, select
JurisdictionID under the
FieldName column, and
select ASC under Order.
Municipalities may skip
this step.

o o

BB Sort -l o] x|
I ii Llse Sort |_'Q Save pelete @ Close v|
SortNamei j

FieldMarne = || Order -

JurizdictionlD ASC

Lazt Mame ASC

First Mame ASC
i M [N}«

Select ASC in the Order column.

e. On the second line, select First Name, then ASC.

f. Click Use Sort.

For further information on filtering, sorting,
printing, and exporting a report, see the

Reports chapter.

Click the Printer Setup button and verify your
printer settings. When they are correct, click

the Save Settings button.

Click the Print Now radio button.

Click Print.

Select Last Name from the drop-down under the FieldName column.

More Report Options

< Printer Setup >

Print Options
Q Preview
@ Pt Now
O Schedule

[Select Sch. j Cusztom
Back |I Frint |

—l

Printing Notification X |
-
\‘12 Report Print or Export is Complete!

A dialogue box indicating that your print or export is complete will appear. Click OK.
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Provider/ Relier Report (CRM)

Providers can create Relier Reports with CRM’s Advanced Report.

1. Verify the system view is My Active Voters.

My Active Voters -

System Views

4 Year Maintenance - Active Suspended
4 Year Maintenance - Inactive

My Active Vioters

Registered - Active

2. Click Advanced Find.

T smesie voters Dusnsa.
 Proveional Exfots
[T Proviecns Tacher ue
& Proviional bakots
Ly Mo Previsienal Tracker
+ Assentee Ballol
7 YR —

Pr—
T freview azsenee batot

angon

ABVEIKIEA L. O
ACKIBMAN USA

acTe

AETEN STPHA
AnAMOWDE AL, R

ACALOWSIE M. T

File Voters Wiew Change Jurisdiction

Activate

Deactivate

ORI
L. B CONEERSE

conaEsLIE

00MM0I

vo  a

3. Click Details.

=E

Advanced Find
=

Save As (.= Group AND

ﬂ [& Edit Columns = Group OR

Query | Saved Results Mew Sawve Clear
Views Edit Properties
Show View
Look for: |‘Joters E‘
Aging 30 Equals Enter Value
Look for: | Voters E| Use Saved View: | My Active Voters
4. Click Select link.
A new drop-down field wil ™ 2lshus Eavsis e
appears. v » Description Contains 4-Year Voter Record Maint...
Select :______—_____________________________________'
EDME c
____________ [
Is Must Vote In Perscn -
. . . Is retired
5. Click the drop-down and select Jurisdiction. 1s Send Id Card
Is Unlisted Address
Job Title
Last Admin Activity Date

Last Date Included in Campaign
Last Mame

Last Name Changad On

Last Woter Activity Date

Mailing Address

Mailing Address : Address Type |4

m
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6. Click the Enter Value link.
A new drop-down field appears.

 lurisdiction

Equals

7. Type a Relier municipality.

8. Select Enter on the keyboard.

The Look Up Records web dialog page opens.

9. Click the Municipality.

10. Click OK.

11. Click on Results.

b

Look Up Records - Mozilla Firefox

@ electiondata.gabawi.gov/GAE/_controls/lookup/lookupinfo.asp?LookupStyle=mufti8ShowNenButtor 77 |

Look Up Records

Select the type of record you want to find and enter your search criteria. Filter your results and view different
columns of data by using the View options, Repeat this process for different types of recards.

Look for: | Jurisdiction

|:| Show Only My Records

View: ‘Jurisdiction Lookup View

<

1-10f1(1 selected)

Selected records:

Remove

Search: town of roxbury x
Jurisdiction Name Jurisdiction Id & Jurisdiction Typ... Description Tiny L&
iTOWN OF ROXBURY - 13... 416 Municipality TOWM OF ROXBURY 13050
n 3
Pagel

L& TOWN OF ROXBURY - 13050

File Advanced Find

@ f Save As
[ Edit Columns
Query Save
Edit Properties
Show View
Look for: | \Voters

Description Contains 4-Year Vioter Record Mainte...

Status Equals Active

12. Click on Export to Excel. (If any pop-up blocker messages appear — Click OK.)

Government Accountab

iii Advanced Find Voters |

= Mail Merge Share
j Connect » Copy a Link
New Edit Send Direct Add to Marketing Quick Assign Run tart Run
Voter E-mail List Campaign Voters . E-mailalink Workflow Dialog Report
Records Collaborate Process Data
| Full Name = Middle Name Suffix Voter Registrati... Jurisdiction Mailing ID Last Admin Acti... Voter Reg 9
il BALLWEG AMA... MARIE 0708989720 TOWN OF ROX... 12957747 4/12/2015 Suspended
: BREUMNIG LUCAS M. 0000959305 TOWMN OF ROX... 12957748 4412/2015 Suspended
: BREUNIG MAR... M 0708989860 TOWM OF ROX... 12957749 4/12/2015 Suspended
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13.

14.

15.

16.

17.

Export Data to Excel

— Change type of worksheet to “...all pages”
(if ”... all pages” is not an option leave default).

— Click Export.

Use this type of worksheet:

(" Static worksheet with recol

atic worksheet with records fr all pages in the current view
(" Dynamic Pivotlaple i E
(" Dynamic worksheet

Choose Save. This will download the file to your computer’'s Download folder.

Click Open Folder.

Open the My Active Voters.xls file.

An Excel security message will appear — Click Yes.

V6/1/2015
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Access the CRM ElectionData Website

w The Government Accountability Board uses a customer relationship management (CRM) system, the
CRM ElectionData website, to organize and maintain Ineligible Voter Lists, Provisional Ballot Tracker,
Absentee Tracking, Sample Ballot Previews, and Voter Felon Audits.

Ij The recommended minimum computer requirements for using CRM:

OsS:
RAM:
Disk:
Video:

Browser:

Windows 7 SP2 32bit or higher
1GB or more
1GB Free Space or more

RAM: 256MB (512 Recommended)

Internet Explorer 8*

From your internet browser log into CRM: http://electiondata.gab.wi.qov

File

'€ New Tab - Windows Internet Explorer provided by State of Wisconsin

(A, |§ http:_f'_f'electiondata.gab.wi.goi)

Edit View Faverites Tools Help

R

LB

Enter your SVRS username and password.
Your username must be entered as: SVIS\XXXXXX

Click OK to enter CRM ElectionData.

Windows Security

Connecting to electiondata.gab.wi.gov.

| svrs\deweyn|

| Password

Dormain: svrs
Remember my credentials

0K

] | Cancel
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