
COA (Change of Address) data is loaded into 
SVRS on an at least monthly basis. The COA 

data lists new addresses for individuals who: 

 have permanent forwarding orders on file 
with the United States Postal Service. 

(Source: NCOA) -OR-  

 have updated their driver’s license or voter 
registration in MN or another state. 

(Source: ERIC).  

This new address information is then made  
available in the COA Express queue to  
update matching voter records. 
 
Records in the COA Express queue should be 
processed before performing any manual COA 
updates and before printing any  

rosters. 

COA EXPRESS 

1. Select COA Express under the Voter  
Registration menu. 
 

2. Use the search criteria to select the records 
displayed for processing.  

 The City dropdown list can be set to return 
only records for a specific city. 

 The Last Name search field can be used to 
locate a specific record by the last name on 
the voter record. 

 The # of Records to Return dropdown list can 
be set to 10, 25, 50, or 100 depending on the 
number of records that you want to view and 
process at one time. 
 

 The In or Out of State dropdown menu can be 
set to:  

 All to return records with in state or out of 
state moves.  

 In state to only return records with in state 
address changes into your county.  

 Out of State to only return out of state 
moves. 

 The Family or Individual dropdown menu can 
be set to:  

 All to return records listed as Family or 
Individual moves.  

 Family to return only records listed as  
family moves.  

 Individual to only return records listed as 
individual moves. 

 The Status dropdown list can be set to: 

 All to return both New and Held records.  

 New to only return new records that have 
not been processed or previously marked 
as Held.   

 Held to only return records that were  
previously not processed and marked as 
Held. 
 
Note: All search criteria can be used in 
combination to refine search results. 

3. Click Search. 

4. In the search results, the first line shows the 
voter record information and the second line 
shows the COA data for that voter record. 
 
 
 
 
 

5. Uncheck the box to the left of any records that 
you would like to not process and instead have  
marked as Held.  
 
 
 
 
 
 
Note: Records marked as Held are available 
for review in the queue at a later time. Held 
records will remain unchecked until you decide 
to either check and process or reject the  
records. If searching with status set to All, Held 
records appear unchecked at the top of the 
queue. 

6. The Reject button can be clicked to  
permanently remove a record from the COA 
Express queue.  
 
If rejecting a record, the system will require you 
to select a specific reason for rejecting the  
record. 

Note: For example, a record would be rejected 
if you discover that an individual mistakenly 
selected Permanent instead of Temporary 
when filing their address change with the 
USPS. 

7. Click Continue to process the checked records. 
 
 

8. The COA Final Review Screen will list the   
records that will be processed. If ok, click  
Submit. If not, click Back to return to the COA 
Express queue. 
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9. For an In State move, a voter record will be  
registered at the COA address listed on the 
line below the voter record. A notice will be 
sent to the voter at the new address. The vot-
er has 21 days to inform the auditor if their 
record was updated in error.  
 
See Reversing COA for instructions on how 
to reverse a COA update to a voter record. 
 
For an Out of State move, a voter record will 
be scheduled to be inactivated in 21 days. A  
notice will be sent to the voter at the out of 
state address. The voter has 21 days to     
inform the auditor if their record was updated 
in error.  
 
See Cancelling Inactivation for instructions 
on how to cancel a scheduled COA out of 
state inactivation. 

For both in state and out of state moves, if the 

voter record has a status of challenged-felony, 

guardianship, citizenship, or name change, the 

voter record is updated but no COA notice is 

sent to the voter. 

10. Repeat steps for any records remaining in the 
COA Express queue. 

 

REVERSING COA UPDATE 

The voter is given 21 days to inform the  

auditor if their record was updated in error. 

The following steps can be used to reverse the 

COA update to the voter record. 

1. Select Voter Records under the Voter  

Registration menu. 

 

 

2. Search for the voter record.  

 

 

 

 

To do this enter the first three letters of the last 

name plus an * into the Last Name Field and 

the first three letters of the first name plus an * 

into the First Name field. 

 

Note: See the Search Voter Records  

instructions on the SVRS User Documentation 

page for more information on searching for  

voter records in SVRS. 

3. Click Search. 

4. Review the search results grid for the voter 

record. 

5. Select the voter record from the search results 

grid and click View. 

 

 

 

 

6. Click the Reverse COA button. 

7. Select a reason for the reversal from the  

Reverse Reason dropdown list. 

Note: For example, a voter may contact you 

within 21 days to notify you that they  

mistakenly selected Permanent instead of 

Temporary when filing their forwarding order 

with the USPS.  

 

8. Click Submit. 

 

Note: The voter record will be reversed back to 

the status, address, and application dates on 

the record before the COA update was made. 

 

CANCELLING INACTIVATION 

 

The voter is given 21 days to inform the 

auditor if their record should not have 

been scheduled for inactivation. The   

following steps can be used to cancel a 

COA related voter record  

inactivation. 

1. Select Voter Records under the Voter  

Registration menu. 

 

2. Search for the voter record. 

To do this enter the first three letters of the 

last name plus an * into the Last Name 

field, the first three letters of the first name 

plus an * into the First Name field. 

3. Click Search. 

4. Review the search results grid for the voter 

record. 

 

 

 

5. Select the voter record from the search re-

sults grid and click View. 

 

 

 

 

 

6. Click the Cancel COA button. 

 

 

 



7. Select a reason for the cancellation from the 

Cancel Reason dropdown list. 

Note: For example, a voter may contact you 

within 21 days to notify you that they  

mistakenly selected Permanent instead of 

Temporary when filing their forwarding order 

with the USPS. We only receive COA data for 

permanent forwarding orders. 

 

8. Click Submit. 

 

Note: The comment on the voter record  

regarding the scheduled inactivation is auto-

matically removed from the record. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


