
NOTE: If select county-wide, only precincts 
specified as MB will have MB records created.  
 

3. Records can be added for a Specific Election 
or an Election Date.  
 
 
 
 
If adding by Date, enter the date of the election 
in the appropriate field.    
 
 
 
 
                      -OR- 
If adding by Election, select the specific elec-
tion from the dropdown list.   
 
  
 
 

4. Click Submit. 
 
Multiple batches can be added. To add another 
batch, return to step 2.  
  

5. The grid lists the batch(es) to be created.  

 
To preview the precincts included in the batch, 
click View Precincts.  
 
 
 
 
The MB creation process runs at 6:00PM.  
 
Batches can be deleted before that time. To 
delete a batch from the queue, click the X.   
 

6. The MB creation process takes approximately 
one hour to complete.  
 
A message will appear on the SVRS      
homepage when processing is complete.  

MB records plus ballot labels and notices will 
be ready around 7:00PM 
 
 
 

7. To print labels for initialized mail ballots, see 
Printing Labels with MB Labels Avery report 
below . 
 
To print challenged notices, see Notices for 
Challenged MB Voters below.     

 

Printing Labels with MB Labels Avery report 
1. Select Standard Reports under the Reports 

menu.  
 
 

2. Select Mail Ballot from the Report Category 
dropdown menu. 

 
 
 
  

3. Click Mail Ballot Labels Avery.  
 
 
 
 
 
 

4. Labels should be printed by precinct or by    
municipality.  
 
DO NOT print labels for whole county at once.       
 
Set parameters to print for desired precinct, 
city, or township.  

GROUP ADD  
MAIL BALLOT RECORDS  

When a precinct votes by mail, a ballot must be 
sent to each registered voter, while a notice 
must be sent to each challenged voter. Group 
Add Mail Ballot Records is used to  request a 
batch of MB records/notices be created.   
 
NOTE: Creation is not immediate. The MB creation  
process runs once a day after normal business 
hours. Requesting a batch(es) at least one day be-
fore you wish to print ballot labels is recommended.  
 
Preparation Steps 
Before using Group Add, voter registration adds 
and updates should be completed for voters in MB 
precincts. This includes entering all paper VRAs, 
and processing apps in the SVRS Pending and 
Express Queues (e.g. Online Reg.; DVS, COA, and 
DOH/SSA).   
 
After registration work is complete, wait 24 hours to 
allow MDL/SSN verification to occur. Finally, review 
and process any records in the MDL/SSN          
Verification queue.  
 
With voter records as up-to-date as possible, use 
Group Add to create MB records/notices. 
 
Creating MB Records / Notices  
1. Select Group Add Mail Ballot Records under 

the Absentee Ballot menu.  
 
 
 
 
 

2. Set the parameters for the batch.  
Records can be added for the county as a 
whole, by municipality, district, or by  precinct.   
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5. The Election dropdown list defaults to the next 
upcoming election and must be set to the   
election for which you want to print labels.  
 
 
 
To change the election, click the Election 
dropdown menu and select the appropriate 
election.  
 

6. The Initially Issued or Replacement Ballot 
checkboxes can be used to print labels for a 
specific ballot type(s).  
 
Leave the radio button set to Initially Issued for 
ballots sent as part of the first or second     
mailing.  
 

7. Click Run Report Now to generate a PDF of 
the labels. 
 

8. Before printing, make sure your PDF  print  
settings are correct. See SVRS Internet Securi-
ty and PDF Settings for more information on 
print settings.  
 
In the Adobe window, click the printer icon to 
print the labels.  

 
Reprinting Mail Ballot Labels  

After the Mail Ballot Labels Avery report is run, a 
label batch is created and saved in AB Label 
Batches. If needed, an MB label batch can be    
reprinted from  AB Label Batches. (It cannot be 
reprinted from the Mail Ballot Labels Avery report.)  

See Reprinting AB Label Batches for step-by-step 
instructions on reprinting an MB label batch.  

NOTE: MB labels reprinted through AB Label 
Batches will include an Application label, because 
an AB process is used to recall MB Labels. This       
label can be discarded.     

Printing NRMB Notices from Correspondence 

1. From the left Voter Registration menu, select 
Correspondence.  
 
 
 
 

2. Leave the Correspondence dropdown menu 
set to Queued. 
 
  

3. From the Type dropdown menu, select NRMB. 
 
 

Note: NRMB is the code used for notices to 
challenged or “Must Show ID” voters in mail 
ballot precincts or mail elections.  

4. The MCD or Precinct dropdown menus can be 
used to restrict results to just voters within a     
specific jurisdiction.  

5. Click Search. 
 

6. Notices are printed individually. Check the box 
to the left of the queued notice that you would 
like to print.  
 

7. Click Print. 
 
 

8. A PDF of the notice will open in a new window.  
 
In the Adobe PDF window, click the printer icon 
to print the notice.  
 
 

Notices for Challenged MB Voters  
 
Group Add MB Records will not add an MB  record 
for a voter whose record is challenged or has “Must 
Show ID.” Rather a notice will be queued. Notices 
can be printed countywide from the Reports menu 
or individually through Correspondence.  
 
Printing Challenged Voter Notices  from Reports menu 

1. Select Standard Reports under the Reports 
menu. 
 
 

2. Select Mail Ballot from the Report Category 
dropdown menu.   
 
 
 

3. Click Countywide Notices to Challenged Voters 
in Mail Ballot Precincts.  

 
 
 
 
 

4. Click Run Report Now.  
 
All queued NRMB correspondences in the coun-
ty will be included in the report.  Their status will 
be changed from ‘Queued’ to ‘Printed’.   
 
The report will open in a new window. There is 
one notice per page.   

5. In the Adobe PDF window, click the printer icon 
to print the report.  
 
 

6. Mail the notices to the recipients specified.  

 
 
 



9. When the notice has been printed, close the    
report window. 
 
 
 

10. If you need to reprint the notice, click Yes. 
 
If you do not need to reprint the notice, click 
No. 
 
 
 

11. Mail the notices to the recipients specified.    
 
 
 
 
 
 

 


