
6. Registered voters in mail ballot precincts or 
mail elections do not apply for an MB. Leave 
Application Date defaulted to current date. 
 

7. Select the Mail Ballot method from the         
Received Via dropdown menu.  

 
 
 

8. Make sure the Election Cycle is set to the  
proper election. 
 
NOTE: State General election includes both 
State Primary and State General. The specific 
election will be selected in the next step.  
 

9. Select the appropriate election, Primary or 
General.  
 
DO NOT select Both.  
      
Note: Mail ballot records are election specific, 
e.g. a voter will have 1 MB record for the     
primary and another MB record for the general. 
  

10. Review the Applicant Information, Residential 
Address and Ballot Delivery Information      
sections.  DO NOT UPDATE THESE FIELDS.  
 
If the voter’s SVRS voter record includes a 
mailing address (PO Box), this address will be 
prefilled in the Mailing Address for [Election] 
Ballot fields.  It will not be editable.   
 
  
 
 
 
 
 
 
   

11. Click Continue. 
 

12. Click Submit Print Now to print the labels now 
using a Dymo label printer.  

NOTE: The Application Label is not applicable. 
As stated in step 6, registered voters in mail 
ballot precincts or mail election do not apply for 
an MB.  
  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding a Single  
Mail Ballot Record 

Mail Ballot records for registered voters in 
MB precincts or mail elections are generally       
created as a batch using Group Add Mail    
Ballot Records. The Group Add process can 
be used for both the initial mailing and  
subsequent mailing. This process works  
overnight to create MB records and initialize 
ballot labels.  
 
If an MB record and ballot label are needed 
same-day, an MB record can be added  

manually.  

NOTE: Mail ballots can only be sent to regis-
tered voters. Ensure that the SVRS voter      
record is updated, the status Active, and the 
Verification Status Verified  before creating 

an MB record for a voter. 

 

1. Select AB Records under the Absentee   
Ballot menu. 
 
 
 

2. Conduct a search for the voter’s SVRS voter 
record. Use the Basic Search and Expanded 
Search fields as appropriate.  
 
See the Search AB Records instructions for 
more information.  
 

3. After criteria has been entered, click Search. 
  

4. Locate the voter record in the Search Re-
sults Voter Records grid. 
 
Select the record and click Add Regu-
lar/Pres—Registered.   
 
 

5. Select Application Type Regular. 
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