
 
NOTES 

 There is no longer a legal requirement to 
enter voucher information in SVRS.  

 If entering/linking voucher information, 
election day registrations for a polling place 
roster should be processed in the  
following order: those completed on  
election day without a voucher, those  
completed by absentee ballot, and those 
completed on election day using a voucher. 
 

PROCESSING AB ELECTION DAY  
REGISTRATIONS  
 

1. Under Voter Registration, select Election Day 
Registration. 
 
 
 

2. From the Election dropdown menu, select the 
appropriate election. 

3. From the Roster dropdown menu, select the 
appropriate roster. 
 
 
 
The correct roster must be selected when 
starting to enter election day registrations 
for a different roster.  

4. Click Search.  

5. Locate the AB label on the voter  
registration application. 
 
If there is not an AB label on the EDR, skip to 
step 11. 

6. Click the field to the left of the Search Using AB 
Record ID button. 
 
 

7. Either scan the barcode on the label or type in 
the six digit AB Record ID number. If typing the 
AB Record ID into the field, click the Search 
Using AB Record ID button. 
 

8. A voter record search will be performed using 
the last name, first initial of the first name, and 
date of birth on the AB record. 
 
Note: The search fields can be manually  
modified.  
 

9. Review the search results grid for a matching 
voter record.  
 

10. If the voter appears in the search results,  
continue to Update Using AB.  
 
If the voter does not appear in the search  
results, continue to step 11. 
 

11. Search using the first three letters of the last 
name on the EDR plus an * and the first three 
letters of the first name on the EDR plus an *. 
Also, if a previous last name is listed under 
Previous Last Name on the EDR, enter this last 
name into the Alternate Last Name search 
field. 
 

12. Click Search. 

13. Review the search results grid for a matching 
voter record. 
 

14. If the voter appears in the search results, and 
there is an AB label on the EDR, type in the six 
digit AB Record ID number, and continue to 
Update Using AB. 
 
 

 
 
 
 
 
 
If the voter appears in the search results, and 
there is not an AB label on the EDR, continue 
to Update Voter Record. 
 
If the voter cannot be found, and there is an 
AB label on the EDR, type in the six digit AB  
Record ID number, and continue to Add New  
Using AB. 
 
 
 
 
 
 
If the voter record cannot be found, and there 
is not an AB label on the EDR, continue to 
Add New. 

UPDATE USING AB 

1. Select the voter record you are looking to  
update and click Update Using AB. 
 
 
 
 
 
 
 
 
 

2. The data on the voter record is automatically 
compared to the data from the AB record. If 
there are any differences, the data entry fields 
are automatically updated using the data from 
the AB record. A red message will appear if 
any such updates were performed or if the AB 
Record ID is linked to another voter record. 
 
Verify that the data on the Update Voter 
screen matches what is listed on the EDR. 
Update as needed. 
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Note: If you discover you selected the wrong 
voter record, click Cancel and perform a new 
search to locate the correct voter record. 

3. Verify that EDR-Absentee is selected from the 
Source dropdown menu. 
 
 

4. Select the appropriate Voting History Source: 

 
Roster - AB was marked on the roster. 
 
Absentee or mail received late - Non-reg AB 
was late and voter needs voting history for  
continuing registration. 
 
Rejected absentee or mail ballot, NOT  
received late  - Rejected AB and voter needs 
voting history for continuing registration. 
 

5. Select the EDR Identification type listed on the 
bottom of the voter registration application from 
the EDR Identification dropdown menu. 

 Select Witness/Voucher if the voter used a 
voucher when registering on election day. 

 Select No Valid ID Recorded if election 
judges did not record this information on 
the bottom of the voter registration  
application.  

6. Click Continue. 
 

7. Review the Update Voter Final Review screen.  
 
 
 

8. The Send PVC box is automatically checked 
and a PVC will be sent to the voter. 
 

9. If you want to enter voucher information at this 
time, check Enter Voucher Info Upon Submit. 
 

10. If ok, click Submit. If not, click Back and make 
corrections as needed. 
 

11. If Witness/Voucher was selected as the EDR 
Identification and you checked Enter Voucher 
Info Upon Submit, continue to the Entering 
Voucher instructions. 
 

UPDATE VOTER RECORD 

1. Select the voter record you are looking to  
update and click Update. 

 

2. Verify that EDR-Absentee is selected from the 
Source dropdown menu. 
 
 

3. Select the appropriate Voting History Source: 

 
Roster - AB was marked on the roster. 
 
Absentee or mail received late - Non-reg AB 
was late and voter needs voting history for  
continuing registration. 
 
Rejected absentee or mail ballot, NOT  
received late  - Rejected AB and voter needs 
voting history for continuing registration. 

4. The election date is automatically filled into the 
Updated Registration Date and Application 
Date fields. 
 

5. Compare last name, first name, middle name,  
and suffix (Jr, Sr, etc) on the voter registration 
application to what is listed in SVRS. 
 
If the name information on the application is 
different, enter the new information into the 
corresponding fields on the voter record. 
 

6. If the USE NCOA Address button appears  
with an available address, compare the NCOA 
address to the registration listed on the election 
day registration. 

 If the NCOA Address matches the  
residential address on the election day  
registration, click Use NCOA Address. Skip 
to Step 8. 

 If the NCOA Address does not match the 
residential address on the election day  
registration, continue to Step 7. 

 

7. Compare house number, street name, street 
type, and unit number on the voter registration 
application to what is listed in SVRS. 
 
If the address information on the application is 
different, enter the new information into the 
corresponding fields on the voter record. 
 
Hint: Leave city/zip blank and the precinct 
finder will associate address with the correct 
precinct. 
 
 

 
 



8. Compare the phone number on the voter  
registration application to what is listed in 
SVRS. 
 
If the phone number is different, enter the new 
information into the corresponding fields on the 
voter record. 

9. Compare the DL # and Last 4 SSN information 
on the voter registration application to what is 
listed in SVRS. 
 
If the information on the application is different, 
enter the new information into the  
corresponding fields on the voter record. 
 

10. Select the EDR Identification type listed on the 
bottom of the voter registration application from 
the EDR Identification dropdown menu. 

 Select Witness/Voucher if the voter used a 
voucher when registering on election day. 

 Select No Valid ID Recorded if election 
judges did not record this information on 
the bottom of the voter registration  
application.  

 

11. Click Continue. 
 

12. Review the Update Voter Final Review screen.  
 

13. The Send PVC box is automatically checked 
and a PVC will be sent to the voter. 
 

14. If you want to enter voucher information at this 
time, check Enter Voucher Info Upon Submit. 
 

15. If ok, click Submit. If not, click Back and make 
corrections as needed. 
 

16. If Witness/Voucher was selected as the EDR 
Identification and you checked Enter Voucher 
Info Upon Submit, continue to the Entering 
Voucher instructions. 
 

ADD NEW USING AB 

1. Click Add New Using AB. 
 
 

2. The data entry fields are automatically  
populated using the data from the AB record. A 
red message will appear if there is already an 
existing voter record linked to the AB Record 
ID. 
 
Verify that the data on the Update Voter screen 
matches what is listed on the EDR. Update as 
needed. 

3. Verify that EDR-Absentee is selected from the 
Source dropdown menu. 
 
 

4. Select the appropriate Voting History Source: 

Roster - AB was marked on the roster. 
 
Absentee or mail received late - Non-reg AB 
was late and voter needs voting history for  
continuing registration. 
 
Rejected absentee or mail ballot, NOT  
received late  - Rejected AB and voter needs 
voting history for continuing registration. 

5. Select the EDR Identification type listed on the 
bottom of the voter registration application from 
the EDR Identification dropdown menu. 

 Select Witness/Voucher if the voter used a 
voucher when registering on election day. 

 Select No Valid ID Recorded if election 
judges did not record this information on 
the bottom of the voter registration  
application. 

 

6. Click Continue. 
 

7. Review the Update Voter Final Review screen. 
 

8. The Send PVC box is automatically checked 
and a PVC will be sent to the voter. 
 

9. If you want to enter voucher information at this 
time, check Enter Voucher Info Upon Submit. 
 

10. If ok, click Submit. If not, click Back and make 
corrections as needed. 
 

11. If Witness/Voucher was selected as the EDR 
Identification and you checked Enter Voucher 
Info Upon Submit, continue to the Entering 
Voucher instructions. 

 
 
 

 
 

 
 
 



ADD NEW VOTER 

All information for a new voter should be entered 
into SVRS as it appears on the voter registration 
application. 

1. Click Add New.  
 
 

2. From the Source dropdown menu, select   
EDR-Absentee. 
 
 

3. Select the appropriate Voting History Source: 

Roster - AB was marked on the roster. 
 
Absentee or mail received late - Non-reg AB 
was late and voter needs voting history for  
continuing registration. 
 
Rejected absentee or mail ballot, NOT  
received late  - Rejected AB and voter needs 
voting history for continuing registration. 
 

4. The election date is automatically filled into the 
Updated Registration Date and Application Date 
fields. 
 

5. Enter last name, first name, middle name into the 
name fields. 
 

6. Select the correct suffix (Jr, Sr, etc) from the  
Suffix dropdown list, if one is listed on the voter 
registration application. 
 
 
 

7. Enter house number, street name, street type, 
and unit number into the address fields. 
 
Hint: Leave city/zip blank and the precinct finder 
will associate the address with the correct pre-
cinct. 
 

8. Enter date of birth into the date of birth field. 
 

9. Enter phone number (if provided) into the phone 
number field. 
 

10. Enter any DL # or Last 4 SSN information if  
provided. 
 

11. Click Previous Name to enter previous name in-
formation listed on the voter registration  
application.    
 

12. Click Out of State Previous Address to enter  
previous out of state address information listed on 
the voter registration application. 
 

13. Select the EDR Identification type listed on the 
bottom of the voter registration application from 
the EDR Identification dropdown menu. 
 

 Select Witness/Voucher if the voter used a 
voucher when registering on election day. 

 Select No Valid ID Recorded if election judges did 
not record this information on the bottom of the 
voter registration application.  
 

14. Click Continue.  

15. Review Add Voter Final Review.  
 

16. The Send PVC box is automatically checked and 
a PVC will be sent to the voter. 
 

17. If you want to enter voucher information at this 
time, check Enter Voucher Info Upon Submit. 
 

18. If ok, click Submit. If not, click Back and make 
corrections as needed. 
 

19. If Witness/Voucher was selected as the EDR 
Identification and you checked Enter Voucher 
Info Upon Submit, continue to the Entering 
Voucher instructions. 

 
 
 

 



ENTERING VOUCHER 

1. The voucher information is recorded on the  
backside of the election day registration.  
 

2. Click the yellow box under Voucher Type, from 
the Voucher Type dropdown, select Residential  
Facility Employee if the voucher was an  
employee of a residential facility or Registered 
Voter in the Precinct. 
 
 
 
 
 
 
If Residential Facility Employee, continue to  
step 3. 
 
If Registered Voter in Precinct, skip to step 5. 
 

3. Click the yellow box under Residential Facility/
Employee, select the employees name or select 
(add employee) if the employee’s name is not 
listed. 
 
 
 
 
 
 
If the employee’s name is listed skip to step  10. 
 
If the employee’s name is not listed skip to step 4. 
 

4. Into the Voucher Information fields, enter the em-
ployee’s first, middle, last name, suffix (if 
needed). Continue to Step  10. 

 
 
 
 

5. Enter the first three letters of the voucher’s last 
name plus an * into the last name field and first 
three letters of their first name plus an * into the 
first name field. 
 

7. Click Search.  
 

8. Select the voucher’s voter record. 
 
 
 
 

9. Click Copy Voter ID. 
 

10. Click Continue. 
 

11. Review the Final Review Screen. If ok, click  
Submit. If not, click Back and make any needed 
corrections. 

 


