
 

1. Select Voter Records under the Voter Regis-
tration menu. 
 
 

2. Search for the voter record for which you 
would like to send the PVC in SVRS. 
 
Any of the following search fields can be used 
individually or in combination to locate a spe-
cific voter record. 

3. Click Search. 
 

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

5. If the voter record does not appear in the 
search results, search only using the first  
three letters of the last name plus an * and the 
first three letters of the first name plus an *. 
 
 

6. Select the voter record for which you would 
like to send the PVC and click View. 
 
 
 

7. Review the View Voter Information screen to 
verify that you have selected the correct voter 
record. 

8. If it is the correct voter, click Queue PVC.  
 
 
If it is the incorrect voter, click Back and use 
the search to locate the correct voter. 
 
 

9. The PVC will be queued to be sent out and a 
record of this will be displayed in the corre-
spondence queue at the bottom of the page. 

10. Click Back to return to Search Voter Records 
screen. 
 

PVCs are sent on any Thursday when at least 
500 PVCs are waiting to be sent in the state.  
 
REMOVING A QUEUED PVC 

1. Select Voter Records under the Voter Registra-
tion menu. 
 
 

2. Search for the voter record with the queued 
PVC that needs to be removed. 
 
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. 
 

3. Click Search. 

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

 

5. Select the voter record that has the queued 
PVC that needs to be removed. 

6. Click the correspondence tab at the top of the 
page. 
 
 
 

7. Click the Correspondence Queue link. 
 
 

8. Check the box next to the PVC that you would 
like to be removed. 
 
The queued PVC will have PVC listed under 
Type. 

9. Click Delete. 
 

10. Click Ok when asked “Are you sure you want to 
delete this record?”. 

 
 
 
 

QUEUING SINGLE PVC 


