
4. An application without a matching signature 
should be removed from the voter registration 
queue.  Click Remove from Queue.  
 
 
            
           DO NOT PEND ONLINE FPCAs   
 

5. On the Remove App from Queue screen, pro-
vide a reason in the Reason For Removal text-
box. (E.g. Not signed by voter.)  

6. Click Submit. You will return to the Process 
Pending VR Apps screen. The next application 
in the queue will be ready for processing. Pro-
ceed as described in Step 3. 
 

7. The system automatically conducts a voter rec-
ord search for a matching record using Last 
Name, First Initial and DOB.   

                  

                Potential Matches 

Review the search results grid for a voter record 
that matches the pending FPCA. Skip to No Match 
below if there is not a matching voter record. 
 

1. If the matching voter record has not been pre-
selected, select the matching voter record.  

 

Click Update Voter.  
  
(ALWAYS UPDATE THE VOTER RECORD, 
EVEN IF VOTER INFORMATION HAS NOT 
CHANGED.)    
 

2. A side by side comparison of the pending 
FPCA and the existing voter record are dis-
played. Fields that will be updated with new 
information are highlighted. 

 

3. Click Update Voter from Pending. All new infor-
mation from the FPCA will be applied to the 
existing voter record. 
 

4. Review Update Voter from Pending Screen  
and click Continue.  
 

5. Review Voter Final Review screen and click 
Submit. The existing voter record has been 
updated.  
  

6. You will return to the Process Pending VR 
Apps screen. Process remaining FPCA-
Onlines in the queue and then process 
UOCAVA Online.  
 
 

                        No Match 

Perform additional searches in Voter Record 
Search. The additional searches could involve re-
moving the date of birth or searching partial last 
name with wildcard (And* instead of Anderson), 
etc. 
 

PROCESSING QUEUED 
UOCAVA APPLICATIONS  

UOCAVA voters use the Federal Postcard Ap-
plication (FPCA) to apply for absentee ballots. 
An FPCA also serves as a voter registration 
application for voters who are in the military 

or who are  temporarily outside the US.  

Before processing queued UOCAVA AB applica-
tions, process all applications in the FPCA-Online 
voter registration queue.  
 

                             FPCA-ONLINE  

1. Select Pending Applications under Voter  
Registration. 
 
 
 
 

2. Select FPCA-Online: Queued For Processing 
from the Source dropdown list.  
 
 
 
 
Click Search. 
  

3. Pending FPCAs are displayed in the Applica-
tion dropdown list.  The first application in the 
dropdown is ready for processing.  

 
Applicant information is displayed below the 
dropdown.  Ensure that the applicant’s name 
and signature match.   

If the name and signature MATCH, skip to 
Step 7.  
 
If the name and signature DO NOT MATCH, 
proceed to Step 4.  
 
 



UOCAVA ONLINE  
    

1. After all FPCA-Online voter registrations  have 
been processed, select AB Records within the 
Absentee Ballot menu.  
 
 
 
The number of online ABs waiting in  
queue are displayed in the upper right corner.  
 
 
 

2. Click Change to Online Queue.   
 
 
 
(When no ABs are queued for processing, 
Online Queue will not be selectable).  
 

3. Application Type UOCAVA is the default     
selection.  

Pending applications are listed in the Applica-
tion dropdown.  

The first application in the dropdown is ready 
for processing. Applicant information is dis-
played below the dropdown.  
 

 
 
 

Check the Application and Signature names. 
Parentheses indicate who signed the app. 
(Voter, Parent, Spouse, Sibling, Child.)  If 
(Voter) is indicated, the names must match.  
 
If ( ) indicates Voter and names DO NOT 
match: on the Add/Update UOCAVA Record 
screen, change the Application Status to Re-
jected and add Reject Reason.      
 
 

4. The system automatically conducts voter rec-
ord and AB record searches using Last Name, 
First Initial, DOB and DL number.   

 
 

5. Review the Voter Record and Absentee Ballot  
Search Results grids.  
 
If there is a matching voter record and no 
matching UOCAVA AB record, continue to 
ADD UOCAVA—REGISTERED.  
 
If there is a matching UOCAVA AB record, con-
tinue to ADD APP-EXISTING UOCAVA. 
 
If no matching record exists in VR or AB, con-
tinue to ADD UOCAVA-NEW.     

 
                  Add UOCAVA Registered 

  

1. Select the matching voter record from the Voter 
Record Search Results grid, and click Add-AB 
Registered.    

 

2. Review  Add UOCAVA Record screen. The 
application data has been pre-populated in all 
Information sections.  Update the voter’s name 
to match their voter record (if applicable).  
 
If the application meets all requirements, click 
Continue.  
 

3. Review information on UOCAVA Record Final 
Review screen.   
 
 

1. Click Add New Voter if you cannot find a 
matching voter record in SVRS.  
 

2. Review the Add Voter from Pending screen. 
Click Continue.  
 

3. Review Voter Final Review screen and click 
Submit. A voter record has been added for the 
FPCA applicant. 
  

4. You will return to the Process Pending VR 
Apps screen. Process remaining FPCA-
Onlines in the queue and then process 
UOCAVA Online.  
 
 

                    Reassigning FPCAs  

In the event that a pending FPCA is assigned to 
the incorrect county, the FPCA should be reas-
signed to the correct county by following the steps 
below:  
 
Note: The associated pending UOCAVA applica-
tion must be reassigned separately.  

 

1. Use the Polling Place Finder at 
http://pollfinder.sos.state.mn.us to determine 
the county where the record should be reas-
signed.  
 

2. With the desired application displayed, click 
Reassign.  
  
 

3. Select the appropriate county from the County 
dropdown list. 
 
 
 
 

4. Click Submit. The application will be removed 
from your FPCA-Online Queue.  

 
 



 

Click Submit Print Now to print labels immedi-
ately using a Dymo label printer.  
                              
                         -OR-  
 
Click Submit Print Later to print labels from re-
ports menu.  

 
Add App-Existing UOCAVA  

 

1. Select the matching UOCAVA record from the 
AB Search Results grid, and click Add App-
Existing UOCAVA. 

 

2. Review  Update UOCAVA Record screen.  
The new application data has been pre-
populated in all Information sections.  Update 
the voter’s name to match their voter record (if 
applicable).  
 
If the application meets all requirements, click 
Continue.  
   

3. Review information on UOCAVA Record Final 
Review screen. 
 
Click Submit Print Now to print labels immedi-
ately using a Dymo label printer.  
                              
                       -OR-  
 
Click Submit Print Later to print labels from re-
ports menu. 

 

                           
                   
 
 
 

Add UOCAVA—New 
 

1. To add a record for a new UOCAVA voter, click 
Add AB-New.   

 

2. Review Add UOCAVA Record screen. The appli-
cation data has been pre-populated in all Infor-
mation sections.  
 
If the application meets all requirements, click 
Continue. 
 

3. Review information on UOCAVA Record Final 
Review screen. 
 
Click Submit Print Now to print labels immediate-
ly using a Dymo label printer.  
                              
                               -OR-  
 
Click Submit Print Later to print labels from re-
ports menu. 

 

 
 

      
     ONLINE UOCAVA RECEIVED BY APP. DATE  

                                     REPORT 

For a record of all FPCA applications received 
through the online queue for your county, generate 
the Online UOCAVA Rec’d by App. Date report.  
 

1. Select Reports within the Absentee Ballot Menu. 
 
 
 

 
 
 
 
 

 
 
 
 
 
  
 
 
 

 

2. Within the Absentee Ballot Report Category, 
select Online UOCAVA Received by Applica-
tion Date  link. 
 

3. Set the report parameters.  
 
Reports can be run by Date   

                       -OR-  
 
Relative Date.     

 
 
 
 
 
 

 

4. Click Run Report Now  -OR– Schedule Report. 
 
 
 

5. The report is in Excel Format and includes all 
application data submitted by the voter as well 
as  SVRS process history.  

 

 
 

 
 


