
Mail Ballot Records: Ballot 
Updates, Replacement Ballots, and  
Record Updates/Corrections 

In precincts that vote by mail, a ballot is sent 
to each registered voter.  When new            
information is received for a voter—whether 
through an undeliverable mail ballot or a   
voter registration update—it is necessary to 
make changes to both the voter record and 
the mail ballot record in SVRS. 
First, make the necessary updates to the  
voter record See the separate documents  
Update or Add Voter   Records or Correct  
Voter Records for step-by-step instructions 
on making voter record changes.  
 
Note:  When making changes to a voter record, 
a warning message will display that the voter 
has an active AB/MB record (including the MB 
record ID #) .  
 
After the necessary changes have been made 
to the voter record, use the steps below to 
modify the mail ballot record and the          
associated ballot:      
 
1. Select AB Records under the Absentee    

Ballot menu. 
 
 
 
 

2. Conduct a search for the mail ballot record 
that needs to be modified. 
 
Possible search criteria include: 
       - Last Name, First Name -OR-  
 
 
        
       - Ballot Record ID  
         (Use Expanded Search) 
 
 
 

3. After entering the desired criteria, click 
Search. 
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4. Review the AB Record search results 
grid (lower grid) for the mail ballot      
record. 
 

5. Select the mail ballot record.  
 
To change the status of the ballot, add a      
replacement ballot and edit the voter’s 
name or residence address, click Update 
Ballot. Continue to step 6.        

 
 
 
 
 
    
 

-OR- 
 
To just correct the voter’s name, residence or 
mailing address, click Correct. Proceed to    
MB Record Corrections.  

 
 

 
 
 
 

6. On the Maintain Ballot History screen, select 
the ballot from the grid and click Update.  
 
 
 
 
 

7. Change the Status from Sent to appropriate 
new status.   
 
Select  
when the MB envelope cannot be delivered by 
USPS as addressed.  
 
 
Select  
when a update or correction was made to the    
voter’s SVRS voter record. 
 
Verify that the corresponding Date field lists the 
correct date, and the corresponding Location 
field has your Ballot Location selected.   

                    -OR-                       

Notes:  
     -  Date field defaults to current date. 
     -  DO NOT check the Replacement Ballot  
        checkbox on this screen. (It does not create       
        a replacement ballot.) A replacement   
        will be added in step 9.  
 

8. Click Save. 
 
If replacement ballot is needed, continue to 
step 9.   
 
If no replacement ballot is needed, proceed to 
step 13.  
 

9. To create a replacement ballot, click Add. 
 
 
 
 
 

 
10. Select the correct election from the Election 

dropdown list.  
 
 
 

Note: The Replacement Ballot checkbox is 
checked, indicating that this ballot is a            
replacement.  
 
 

11. Select the Initialized Ballot Location.  

 
12. Click Save.  

 
13. Click Continue. 
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If Mailing Address for Ballot is blank, and no 
Mailing Address is needed, proceed to step 9. 

 
 
 
 
 
 
 
 
 

 
To remove or change the Mailing Address   
continue to step 4.  
 

4. Because mail ballots are non-forwardable,   
Ballot Delivery is greyed out to prevent        
unintentional changes.  
 
In order to remove or edit the Mailing Address 
fields, change the Received Via method to 
Mail.  
 
 
Notes:  
     -  Received Via dropdown is located in the  
        top right of the screen in the Application        
        Information Section. 
     -  This change is only temporary, and will be  
         reversed in a later step.  
 

5. Remove or edit the voter’s Mailing Address. 
 

6. Click Continue. 
 

7. On the Final Review screen, ensure that the 
Materials section reads SEND REGISTERED. 

 
  
 

Click Back to Application.  
 

8. Change Received Via dropdown back to Mail 
Ballot Precinct. 
 
  
 

9. Click Continue. 
  

10. Click Submit Print Now to print labels for the 
replacement ballot using a DYMO label    
printer.  

 
11. Click Back to Search to return to the Search 

Records screen. 
 
 

                  Inactivate MB Record 

1. On the Add/Update Record screen, change 
AB Record Status to Inactive. 
 
 
 
Note: AB Record Status dropdown is located 
directly above Application Information section 
heading.   
 

2. Click Continue.  
 

3. Click Submit.  

  
 
 
 
 
 
 
 
 

14. On the Final Review screen:  
 
If no replacement ballot was added and no 
further record changes are needed,  
click Submit. You will return to the Search 
screen.   
 
To update the MB record (e.g. edit Name, 
Residence and/or Mailing Address), click 
Back to Application.   
 
Proceed to MB Record Corrections.  
 
To change the MB record status to Inactive, 
click Back to Application.  
 
 
Proceed to Inactivate MB Record.  
 
Note: The following warning will display if 
MB record changes are necessary.    
If warning is received, click Back to Application 
and see sections below.  

 
 

 MB Record Corrections 
1. If needed, update the voter’s name in the 

appropriate Name fields. 

 
2. If needed, enter the new residence address 

into the  Residential Address Section. 

 
3. Review the Ballot Delivery Information     

section. 
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