Chapter 2: Adding a New Voter and Editing a Voter

Adding a New Voter

Adding a new voter to your registration file begins with clicking on the Add New Voter link under the
Voter drop-down menu near the top of your screen. You will then see a screen with empty text fields
where you will enter all voter registration information as contained in the form you are processing.
The fields that are marked with an asterisk (*) are required with the exception of either the Social

Security Number (SSN) or Driver’s License number (DL).

1. Step #1 for adding a new voter is Enter Application Info, beginning with Registration Type.
The Registration Type drop-down menu contains lettered choices that correspond to the
registration source codes in ARSD 5:02:03:18. Click on the drop-down bar and then key in

the letter for the registration source a-h.

Add New Voter

e of Registration™ Registration Status®

Registration Date*

S Neee 2l [
AD L . Bt" Middle Suffix
A. Uriver Licensing
BN [
sidence Addresy ¢, public assistance agencies (SNAP, TANF, WIC, etc) State Zip Code
D. Department of Human Services ‘]
—" Pre [ E. Armed Forces Recruitment Office L Phst Dir Apt Type Apt #
FL. City Finance Officer
F2. Secretary of State
MailingM ddress ¥ G.In perscn at Auditor office ate Zip Foreign Address
H. Voter registration drives 4 I:E Clear All Fields
Party* Telephone DL* SSN*
Edit Previous Information
Previous Information
Last First Middle Suffix Birth Date
| - | |
Previous Address City/Town State Zip Drivers License Number

Us

#1 Enter Application Info
S iaaale Do D

#3 | Veiify Residence Address
#4 | Match Jurisdictions

#5 | Validate Sources

#6 | Insert Voter

OR
Insert as Invalid or Incomplete

2. The Registration Status defaults to Active. Next is the Registration Date. Please make sure
to review this date as the deadline for voter registration nears. Refer to SDCL § 12-4-6.1 if

you have any questions on when the registration date should be.

3. When you are entering the Date of Birth, type
in two digits each for the month, day and year.
You do not have to type in the forward slash (/).
For example, please refer to the image below.
The Date of Birth is June 15, 1981.

Date of Birth*

061581

|
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4. When you are entering the last name, first name and middle name, you do not need to
worry about capital letters. TotalVote will make the necessary changes and automatically
update the first letter of each name to be uppercase. [For example, please see the image
below]

Last” First* Middle Suffix

johnson brandon C -

5. Next, enter the Residence Address. When entering the address, you may type in exactly as
the voter wrote their address. No punctuation is needed. For example, | entered the
address below.

Residence Address” City State Zip Code

110 w prospect ave apt ¢ n

6. Entering the Mailing Address. If the Mailing Address is different, uncheck the “Same as
Residence” checkbox and enter the address. If not, please leave the Mailing Address fields
blank. TotalVote will automatically fill in the Mailing Address with the Residence Address if
the Mailing Address is blank.

7. When entering the Political Party, please refer to the “Entering Party in TotalVote”
document. If you do not have a copy, please contact our office.

8. Enter the telephone number and the e-mail address, if there is one, and then enter either
the SSN or DL.

9. Enter in previous information, if applicable.

10. After entering all applicable information for a new
voter registration, on the right hand side of your
screen, click on step #2, Check Prior Registration.
Clicking this button will check the registration you are
adding against the database of existing registrationson #5 Validate Sources
file. If the registration is new and no matches are #6
found, you may move on to the next step.

Check Prior Reg
#3J | Venfy Residence
#4 | Match Jurisdictions

dress

nsert Voter

11. If potential matches are found against the existing registrations, they will appear in a box at
the bottom of your screen, and you will have the choice of selecting a match by clicking on
it; the Matched ID will now appear in the Matched ID field near the bottom of the screen,
indicating you will match this registration to a prior one. If you did not intend to match to a
prior registration, clear out the ID number in the Matched ID field by clicking Unselect.

Matched Voter
465710

Check Pri istration Unselect
Voter ID | Match Type Name Address Zip DOB Status | County | Party | SSN | DL

Select | 465710 | Probable-3 | Brandon Claire Johnson | 119 River Rd 57501-5218 | 06/15/1981 | Active | Hughes | DEM 01168212 U pdated May, 2015
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User Manual

12. Next click on #3, Verify Addresses, to standardize the
addresses. If no Mailing Address is provided, TotalVote
will utilize the Residence Address.

#1 Enter Application Info

#3 | Vernfy Residence Address
TotalVote matches these addresses to the U.S. Postal

Service database to check if it is a valid address, normalizes #4 | Match Junsdictions
them for consistency with the national database and #5 | Validate Sources
indicates whether the Residence Address is Residential or  #6 | Update Voler Record
Business. It is recommended that you keep the normalized

addresses, but if there is a need to change them, it can be

done by clicking on the individual address fields in the

voter’s record. The fields that are highlighted in yellow

mean that TotalVote changed something within that field. OR
For this example, the residence address was parsed and Insert as Invalid or Incomplete
the +4 to the Zip Code was added. Residence Results:

1. USPS Match
2. Address Zoning: Residential

Date of Birth* Last* First*® Middle Suffix
| 06/15/1981 | B  johnson brandon Claire |:|
Residence Address® City State Zip Code

[110 W Prospect Ave Apt C Pierre IsD 57501-2052

Apt C

110 W Prospect Ave
Mailing Address City/Town State Zip
110 W Prospect Ave Apt C Pierre sD 57501-2052

13. Next click on #4, Match Jurisdictions or select the proper street segment below. This step
will assign jurisdictions to the voter through a Split number assigned to the voter’s
residential address in your Street Master (SM ID). The numbers will appear in fields near the
bottom of the screen. If you do not get a jurisdiction match, you may enter the Split
manually and click the Bypass Match button. This should only be done if there is no valid
address that could be entered into the Street Master.

Pre-28 M-Piemre 5en-24 H-24 5ch-322 (36002801) Bypass Address
| /\

Unselect #4 Match Jurisdictions
Range QOdd/Even Pre Dir Street Street Type Post Dir City fip Split SMID

Select 100 - 299 w Prospect Ave Pierre 57301 36002801 23473

Updated May, 2015
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14. Move to #5 and click on the Validate Sources button. By
clicking on this button, the program checks against death #1 Enter Application Info

records, known felons and driver’s license records to make #2 | Check Prior Reg

sure the information matches and is correct. If the personis  #3  Verify Residence Address
a felon or has a death record, the record will be flagged so #4 | Match Jurisdictions

the employee can research further prior to #5 | Validat
inserting/updating the voter record. Please refer to the #6 | Insert Voter

Felony Match, Deaths, Review — DL & SSN manual on how
to process these voters. At this point in time, death records
and felon checks will be matched instantaneously, but
driver’s license and SSN checks are done nightly. If the DL or
SSN checks flag anything, it will show up in the home queue OR

under a Review — DL or Review — SSN the next day. Insert as Invalid or Incomplete

15. Finally, click on #6 Insert/Update Voter Record.

16. After creating a voter registration record, the first tab that you will see is the Edit Voter tab.
At the bottom right hand part of the screen, you should see this box...
This box lets you know that there is a Changes Needing Proof.
document that needs to be scanned into Date Type Scan

A48 AL

TotalVote. You can select “Doc” and scan in

the document right away. 04/22/2015% | Registration | Document | Clear

17. The scanning screen will appear (See the image below and to the left). Load the document
into the scanner, face down and upside down, and then select “Scan and Edit” to preview
the document (See the image below and to the right). If you do not want to preview the
document and just upload the image, select “Scan and Upload”. TotalVote will then scan
the document and immediately upload the image into the voter file without previewing the
document.

([ Remove Selected Images | [ Remove All Images | Remave All Images

TIF

Custom Scan Custom Scan
Select Sourcel Canon DR-3010C TWAIN[ =] _ Sel anon DR-3010C TWAIN [+
[t show ur Flace [ puplex = 7 apF [Clpuplex
[+ piscard Blank Images Blank Images
Pixel Type @ BawW © Gray O Color [ i Pix w O Gray © Colar
= Resoluti -
7 T DT — Scan and edt the form before uploading
Rz d uploa e form in one > - = - e e 10 Etep.
' !
N Edit Image
o ) Show Image Editor
: acs
p— Rotata Right | [ Rotate Left |
F puls. FALE ‘ mirror | (_riip | [_Crap.
B 2y Change Image Size
o Dy Y 9¢ imag
/o (=1 ] Preview Mode [ 1x1[=] B E= 1 v > 2| ] Preview Made | 1X1[x]
Remove Selected Images
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The image will then load into the voter file under the “Imaging” tab. This tab will show you
what document was imaged (New Registration), any Image Notes attached to the document

(Test), the Date Created and Time (12/14/2012 12:17:31 PM). You can also view the
document or delete the image.

Vaoter ID MName Suffix DL# SSN DOB Age RegDate Status Party Last Voted Goto Scan Page
583155 Skywalker, Luke 1234 01/01/1990 22 12/14/2012 Active NPA | -
Voter Info Edit Voter Absentee | Voter History | \l’alidat& i Imaging hange Log Notifications Add Te Race |
Upload File:
MNote:
/ Images: \
’ﬁge Type Source Image Motes Date Created (CT) \
<%Registration Mew Registration Test 12/14/201212:17:31 PM View Document Deletg/
\ /

After a voter has been added to TotalVote, they will need to be checked against the Social Security
Administration to validate the last four numbers of the Social Security Number and checked against
Driver’s Licensing to confirm the driver’s license number that was entered. This happens during the
evening and if the voter is not flagged, then an Acknowledgement Notice will automatically be created
and appear in the Notifications tab of that voter’s record.

Updated May, 2015
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Editing a Voter

To edit information in a voter’s record, access the voter by searching for the voter. To search
for a voter, enter the voter’s last name and first name in the Quick Search at the top of the screen.

Hi brandon ! [ Log Out |
SECRETARY OF STATE ﬂmﬁ;fmﬁ =
Shantel Krebs ‘ ‘VOTE ' Munici I'Ebecbon-4:14.‘20'=5

B o

Home Voter Reports Elections CountyUtilities

After you have entered the last name and the first name, the list of results will populate on the screen
below. Once you know which voter to access, click on Select. The Search is defaulted to show only
Active and Inactive voters in your county.

SEARCH
Voter Info | Address | Districts/Precincts | Election/Absentee | Status | Output | Saved Searches |

Last Name: johnson State Reg Date From I:I Ta I:I Party

First Mame: |brandon | Last Update Date From I:I To I:I Selact Al [

Mid Mame: DOB From I:I To I:I =l [] Demacratic
Age From I:I To I:I [ClIndependent [T Republican

Suffix

Telephone [C] Americans Elect [C] Constitution
DL . .
Email [[] Libertarian [T other
SSN [CIMo Party Affiliation
Source of
Registration <ALL= E
Old Voter ID
County: Hughes E [Tl Exact Match Search ] [ Reset
ResuLTs
B 1 Records in 1 Page
(7) Sell Electronic Version ' Sell Print Version Pay
Voter Last First Middle | Residential | Residential | Residential Phone Date Last Precinct
o] Name Name Name | City State Zip Status Number Party | County | Last Updated Voted Name
Select | 49710 | Johnsen | Branden | Claire | Pierre sD 57501 Active | 6052808701 REP | Hughes | 2/14/2013 5:34:10 PM | 11/06/2012 | Precinct-31

Updated May, 2015
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After selecting the voter, you will be directed to the voter record and the Edit Voter tab.

Voter ID Name DL# SSN DOB Age lfﬁi'tep‘eQ Status Party County Last Voted
465710 € Johnson, Brandon Claire 01168212 1234 ||06/15/1981(|33 || 4222015 | |Active REP Hughes 7172015
Voter Info Edit Voter Absentee | Voter History Validate | Imaging | Change Log | Notifications | Add To Race |
Edit Voter Tab smID Split Dymo Label Last Reg Date #1 | Select -
Poll Worker 23475 | | pre-28 M-Pierre Sen-24 H-24 Sch-322 (36002801 ~ | | |=
Last* First* Middle Suffix DOB* #2 | Verify Residence Address
[Johnson | [Brandon | Claie ]| ~| [o6/151981  |EE ||{#3 | Match Jurisdiction
Residence Address® City State  Zip County #4 | validate Sources
[110 W Prospect Ave Apt C |Pierre |[sp |+ |([67501-2052 | Hughes TG GEmElE
House # Pre Dir  Street Name Type Post Dir Apt Type Apt # Select -
[110 | [Prospect |lave ] | | [Apt | #6 Source:
Mailing Address || Same as Residence  City State  Zip Foreign Address —
[110 W Prospect Ave Apt C |Pierre ||sp |~|[67501-2052 | i _
Party* DL* SSN (Last4)*  Email Telephone
Republican - 1168212 1234 | | 605) 280-8701
Edit Previous Information
Notes: Status:
**Previous Residence Address Value(s) as of ©4/22/2815: |** Active -
Address: 112 River Rd |**| Zip: 57501-5218

Bypass Address

1. First, select whether or not this will be a
Regular Edit or a County Edit. A Regular Edit is
when you need to make a change in the voter
record that the voter requested. For example, a #1 |
new Voter Registration Form is completed (. Regular Ei“’f)
updating an address or changing a political #9 | County tdit
party. When a Regular Edit is made, an :
Acknowledgement Notice will be created, the

ns | Add To Race |

#3 | Match Jurisdiction

Last Registration Date will be affected, a #4 | Validate Sources

document will need to be scanned, the voter #5 Change Type:

checks will be completed and the stats for the Select -
Election Assistance Commission (EAC) Election #6 Source:

Administration and Voting Survey (EAVS) will be S -

collected. A County Edit will let you make any

change to the voter record without having any #7 _
of the previous tasks being completed. For
example, you had entered in a Voter
Registration Form and then realize that the
name is spelled incorrectly. You will do a County Edit to correct this mistake. A County Edit
should only be used when you are correcting a mistake that has been made by the auditor’s
office. A Regular Edit should be made when the voter requests a change. To make a Regular
Edit, select Regular Edit from the #1 drop-down menu.

Updated May, 2015
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2. After you have selected Regular Edit, make the necessary changes to the voter record. When
you are finished, click on #2 Verify Residence Address and proceed through the steps until you
get to #5 Change Type. Refer to the Adding a New Voter manual if you are unfamiliar with the
procedure for steps 2 —4. A red checkmark should be displayed after every step is completed.

3. Once you are at #5 Change Type, you must select the
appropriate field that best fits the change that you are #1 [ Reguiar Edit -
making to the voter record. The selections that are

displayed in the Change Type drop-down menu are from #2 | Veify Residence Address | +/
the EAC Election Administration and Voting Survey that is ek i ion v
completed after every General Election. TotalVote will #4 | Validate Sources v
complete this survey for you based off of the selections you |#® Chanee Tupe -
make, so it is vital that the appropriate selections are made. |gg | address, Neme or Party In Jurisiction
For example, if a voter completes a new Voter Registration Address Out O Jurisdiction
Form showing a political party change, then you would e ot upicae
select Address, Name or Party In Jurisdiction in the Change New pre-registrations (Under 18)
Type drop-down menu. If you receive a Voter Cancellation ffj:':egim””
Form from another state, you would select Address Out Of ‘:‘;terCance ation
Jurisdiction. If you are not sure which selection to make, Returned Notice
please contact the Secretary of State’s Office.

4. After you have selected the Change Type, please select the #

Source in which you received the form, showing the change in 22 [vor Reodome pdies | o/
the voter record. A Voter Registration Form that was mailedto [, | ... o
the Auditor’s Office would be an Ind Voters (Mail, Fax or Email) |z, <
selection. “Ind” is short for “Individual.” If someone completes  |#5 Change Type:

. . . Address, Name or Party In Jurisdiction v|
new Voter Registration Form at your office, you would select Ind |4

Walidate Sources

Source:

Voters (In Person). If the new Voter Registration Form you <
. . . . . #7 Ind Voters (Mail, Fax or Email)
received in the mail was from the Department of Social Services, Ind Voters {in Persan)
then you should select Public Assistance Offices (NVRA). Again, | | 5= ™=
if you are not sure which selection to make in the Source drop- Public Assistance Offices (NVRA)
. State funded Agencies (disabilities)

down menu, please contact the Secretary of State’s Office. Armed Forces Recritment Offices

Other agencies (Not NYRA)

Registration Drives (adv or political parties)

5. After steps #1 - #6 are complete, click on #7 Update Voter Auditor's Office

Record and the voter record will be updated.

6. After editing a voter registration record, you should see this image...

Date Type | 5can

04/23/2015 | InJur | Document @ Clear

Updated May, 2015
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This image lets you know that there is a document that needs to be scanned into TotalVote.
You can select “Doc” and scan in the document right away.

7. The scanning screen will appear (See the image below and to the left). Load the document into
the scanner, face down and upside down, then select “Scan and Edit” to preview the document
(See the image below and to the right). If you do not want to preview the document and just
upload the image, select “Scan and Upload.” TotalVote will then scan the document and
immediately upload the image into the voter file without previewing the document.

Custom Scan Custom Scan
Select Source Canon DR-3010C TWAIN [+ Selact Source Canon DR-3010C TWAIN =]
[ 1f show ur FlapF [Couplex

[]1f Discard Blank Images

1t show Ul [#apF [T ouplex

If Discard Blank Images

pixel Type @ saw O Gray © color

Fixel Type @ oW © Gray © Color
00~

7 and upioad the form in one Mg

Edit Image

Show image Editor

— Rotate Right | | Rotate Left |
Lers Fuhdge ‘ Mircar | [ Flip | | Crop

. Ii‘ - Change Image Size

0 (o] (30 preview tode [ 11]5] G =) v 4 [5] [l revien mose[ 5]

[ Remove Selected Images | [ Remove All Images |

| Remove Selected Images | | Remowve All Images |

The image will then load into the voter file under the “Imaging” tab. This tab will show you
what document was imaged (Address, Name or Party In Jurisdiction), any Image Notes
attached to the document (Driver’s Licensing), the Date Created and Time (3/22/2013
9:40:32 AM). You can also view the document and/or edit the notes.

Voter Info Edit Voter | Absentee | Voter History | Validate | Imaging | Change Log | Motifications | Add To Race | Mext Voter ‘
Upload File:
MNate:
Images:
Change Type Source MNotes Date Created (CT)
Address, Mame or Party In Jurisdiction Drivers License Office Driver's Licensing 3/22/2013 9:40:32 AM View Docurnent Edit Notes Cannot Delete

8. If you select County Edit, you do not need to complete steps #2 - #6, you may simply choose

County Edit and proceed to #8 Update Voter Record after making the appropriate changes in
the voter record.
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