
 
     AB Application Scans Guidelines  

 Scan applications in Black/White (not Color) at 
a resolution of 400DPI or better.  (The higher 
the DPI, the better the resolution.) But, do not 
scan at a resolution that creates unwieldy file 
sizes.      

 Do not scan the back of the applications.  

 Each AB application scan must be a separate 
file with a unique name. (See Using Adobe  
Acrobat section for more information.) Name 
does not have to be a name or number       
connected to the application. (SVRS uses the 
App Label barcode to link the file to the record).  

 App scans should be in one of the following 
formats: PDF, BMP, GIF, or TIF.   

 Save the scanned images to a folder.     
 

                     Using Adobe Acrobat  
 
Adobe Acrobat provides a convenient way to    
separate AB applications into individual files after 
scanning them as a batch.  
 

Note: The following steps cannot be done with 
Adobe Reader. Must be Adobe Acrobat version 7 
or later.  
 

1. Use scanner to produce a single PDF         
containing all applications you wish to upload.  

2. Save the PDF file using a unique filename. 
(Acrobat will name extracted files                 
automatically.)  

3. Open file using Adobe Acrobat.  
 

4. Under the Document menu, select Extract 
Pages.  
 
 
 
 
 
 
 
 

5. In the Extract Pages dialogue box, enter the 
range of pages you wish to extract (typically all 
of them). 
 
  
 
 
 
 

6. Check the Extract Pages as Separate Files 
checkbox. Click OK.  
 

7. Select the folder to which you’ll save the ex-
tracted files. Click OK.   
 
 
 
 
 
 
 
 
 

8. You are now ready to upload the application 
image files.  
 

 

                         AB Images Upload  

1. Under Absentee Ballot menu, select AB      
Images Upload.  
 
 
 
 
 
 

2. Select Browse.   
 
 
 
 
 

On Upload Images Screen, re-select Browse.  
 
 
 
 
 

AB Images Upload  

With AB Images Upload, users can upload 
multiple AB application images at one time, 
and the system will automatically associate 
them to the correct AB record using the Appli-
cation Label barcode.   
 
Before beginning the upload process:  

 Ensure that the barcodes on the Application 
labels are crisp and clear. (Poor quality     
barcodes will prevent the application from 
loading.) A poor quality barcode is shown  
directly below: 

 
 
 
 
 
   
 

 Affix Application labels to upper right corner of 
AB apps as shown directly below: 

 Keep label straight and flat when applying it to 
the paper application.  

 Ensure that lines or graphics on the paper 
application are not in the area of the          
Application label barcode.  

 Scan AB applications.  
 
The exact procedure for creating scanned AB 
application images will vary from scanner to 
scanner. To ensure that the scans created 
are compatible with SVRS, adhere to these 
guidelines:  
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To proceed, re-select AB Images Upload 
within the AB menu on the left.  
 

7. Once again on the AB Images Upload screen, 
the My Uploaded Images section contains   
information on the images processed during 
this session.  
 
Scans that were successful are listed first.    
Scans with errors are listed second.  (See    
Resolving Errors section.) 

 
The All Uploaded Images section contains  
information about scanned applications from  
previous sessions that have not yet been    
submitted, including those with errors.    

Note: There is a 1,000 image limit. Once the 
combined count of Images Ready to be Sub-
mitted and Images that have Errors has 
reached 1,000, users must either submit the 
images loaded successfully or remove images 
with errors.  
     

8. In the My Upload Images section, click Contin-
ue—My Images. 
 
  
 

9. On the Final Preview screen, review the table 
to ensure all images scanned are listed.   

10. Click Submit. You will return to the AB Image 
Upload screen. You will receive a confirmation 
message that the images have been success-
ful submitted.  

 
              Resolving Errors  

If SVRS is unable to process the AB images      
uploaded, the records will be displayed under View 
My Errors or View Errors. 

Refer to the table on the next page for common 
errors and possible solutions.     
 
                    

  
 
 
 
 
 
 

 
 

 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Navigate to the folder where the scanned indi-
vidual applications are saved. Select  them 
and click Open.  
 
(Hold the Ctrl key  and use mouse cursor to 
select multiple files.)    
 
 
 
 
 
 
 
 
 

4. A list of files is displayed. Add or remove files 
as needed.  
 
 
 
 
 
 
 
 
 
To add more files to the upload, click Add 
more files, and proceed as described in Step 
3.  
 
 
 
To remove a file, click the X next to the      
desired file. 
  
 
 

5. When Selected Files list contains all desired 
files, click Upload. 
 
 
   

6. When SVRS has finished processing the files, 
each file will be yellow and Total will indicate 
100%.  
 
 
    
 
 



 

MESSAGE CONDITION SOLUTION  

 

     

 

No readable barcode. 

 

 

 

E.1.79: Image does not have a  

readable barcode. 

 Ensure that the correct label has been applied to the AB (Must be the APP Label).  

 Is the label barcode good quality? Reprint App label with recommended print settings.  

 Is the label straight and flat on the app?    

 Verify the scanner is set to 400DPI or more.   

 Failsafe: Manually attach the image to the record via Correct AB Record function. 

 

Cannot overwrite existing.  

 

E.185: Image is for an application 

that already has an image.  

 Check the View AB Record screen in SVRS to determine if an app has already been   

uploaded for this voter.  

 If you are replacing a scan uploaded previously, first delete the original scan.  

 

Multiple barcodes.  

 

E1.80: Image has more than one 

readable barcode with different App 

IDs. 

 Ensure that only one label is on the application. 

 

Invalid App ID. 

 

E1.81: App ID does not exist. 
 Verify that the AB application has been entered into SVRS (Production NOT Practice)  

 Is the label barcode good quality? Reprint App label with recommended print settings.  

 

Not in jurisdiction. 

 

E1.82: App ID is for a record that is 

not in jurisdiction or delegated      

jurisdiction.  

 Verify that the voter is in your jurisdiction. 

 If you are administering ABs through a delegation, verify with OSS that this delegation is 

set up in SVRS.  

 

Deleted status. 

 

E1.83: AB record status is Deleted.  
 Check SVRS to determine if the application is still active in SVRS.  

 

Multiple Images.  

E1.84: Uploaded or submitted     

multiple image files at the same time 

with the same App ID –both images 

result in error . 

 Check to make sure that two applications are not being uploaded for the same voter. 

(Duplicate labels) 

 Has a label been inadvertently applied to the wrong application?  


