
 

NOTES 

 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 ELECTION DAY  

REGISTRATIONS FROM THE PRECINCT  

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. Search for an existing voter.  
 
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, and the date of birth into 
the Date of Birth field. 

 

6. Click Search.   
 

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

8. If the voter appears in the search results  
continue to Update Voter Record. 
 
If the voter cannot be found, search using only 
the first three letters of the last name plus an * 
and the first three letters of the first name plus 
*. Also, if a previous last name is listed under Pre-

vious Last Name on the EDR, enter this last 
name into the Alternate Last Name search field. 

 

9. If the voter appears in the search results  
continue to Update Voter Record. If the voter 
does not appear in the search results continue 
to Add New Voter. 

UPDATE VOTER RECORD 

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

 

2. Verify that EDR-Election Day Registration is 
selected from the source dropdown menu. 
 
 

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

4. 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. 
 

5. 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 7. 

 If the NCOA Address does not match the 
residential address on the election day  
registration, continue to Step 6. 

6. 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 find-
er will associate address with the correct pre-
cinct. 

7. 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. 
 

8. 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. 
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9. 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.  

10. Click Continue. 

11. Review the Update Voter Final Review screen.  
 

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

13. If you want to enter voucher information at this 
time, check Enter Voucher Info Upon Submit. 
 
Note: There is no longer a legal requirement to 
enter voucher information in SVRS. 
 

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

15. 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-Election Day Registration.. 

 

3. The election date is automatically filled into the 

Updated Registration Date and Application Date 

fields. 

 

4. Enter last name, first name, middle name into the 

name fields. 

 

5. Select the correct suffix (Jr, Sr, etc) from the  

Suffix dropdown list, if one is listed on the voter 

registration application. 

 

6. 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. 

 

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

 

8. Enter phone number (if provided) into the phone 

number field. 

 

9. Enter any DL # or Last 4 SSN information if  

provided. 

 

10. Click Previous Name to enter previous name in-

formation listed on the voter registration  

application.    

 

11. Click Out of State Previous Address to enter  

previous out of state address information listed on 

the voter registration application. 

 

 

 

 

12. 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 vouch-

er 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.  

 

13. Click Continue.  

 

14. Review Add Voter Final Review.  

 

15. The Send PVC box is automatically checked and 

a PVC will be sent to the voter. 

 

16. If you want to enter voucher information at this 

time, check Enter Voucher Info Upon Submit. 

 

Note: When Processing EDRs, entry of the type 

of EDR Proof of Residence is required. However, 

the law requiring that detailed information on the 

witness/voucher be entered into SVRS was re-

moved in Laws 2008 at the request of counties to 

speed up EDR entry to meet deadlines. After all 

EDRs have been entered and marked complete, 

you may optionally enter the voucher’s infor-

mation at your discretion. 

 

17. If ok, click Submit. If not, click Back and make 

corrections as needed. 

 

18. 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 

As noted in #16 above, entering Voucher information 

is no longer a legal requirement. If you optionally wish 

to do so, use the following process to input voucher 

information after all EDRs have been processed and 

marked complete. 

1. Under Voter Registration, select Vouching. 

2. Select the Election and Precinct from the drop 

downs and click Search. 

3. EDRs which were entered with witness/voucher 

as the proof used are displayed in the results grid. 

4. Select a voter record which has not had voucher 

information input and click Update. 

 

5. Click yellow box under Voucher Type and select 

Residential Facility Employee if the voucher was 

an employee of a residential facility or Registered 

Voter in the Precinct. 

 

6. 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. 

Start at the beginning of the instructions when 

processing election day registrations from a new 

polling place roster. 

Not doing so will cause the voter to be flagged for 

voting at the incorrect polling location. 

 


