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2 KY VOTER REGISTRATION SYSTEM OVERVIEW

2.1 HOW IT LOOKS AND WORKS

‘2.1.1 VRS IS A WINDOWS BASED SYSTEM

The KY Voter Registration System, or “VRS”, is a windows application that has been loaded onto an
approved state computer by the Commonwealth Office of Technology, or “COT”. Once VRS is
loaded onto a computer, there will be a new icon on the desktop that will be used to start the
program when needed.

It is not a web-based application, so it is not running in a browser, such as Internet Explorer,
however, some of the System’s features are very browser-like.

When started, you will notice that the System looks like a window within a window. The VRS has
been designed to have multiple windows running within the main window of the application at the
same time. This is a feature of the System that will allow Users to set up their work area to suit
their own needs and computer equipment.

This is how VRS looks when it is running on your computer.

4 Voter Registration Database

Voter M. Applicati isional Voters | Ab Ballots = Reports |_|Forms  Tools »  Default county Statewide Ml News

o N s

* | Street Assi

—

KENTUCKY
= |STATE BOARD OF ELECTIONS

m

M User Guide Vic Election Calendar Program Changes Online Services Install Links

6/10/2013 - Date corrections

Corrected date display for counties in Central time zone

6/10/2013 - Citycode (precincttown) length

Changed length of citycode (precincttown) field to 3

6/6/2013 - Closed book for House 56 special election

Vﬂomain user na;z KVFDﬂl\lnm.watmr:SQl user name: EYle\SBE—Admiﬂ

Figure 2.1
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2.1.2 HOW THE WINDOWS WORK WITHIN VRS

Just like an application running in a web browser, you will find that you can control the windows in
this System just like you are used to doing. They can be resized, moved around, and even stacked
up on top of each other. The only difference is that they will stay within the main application
window which is the one that says “Voter Registration Database” in the upper left corner. This
window will always have a menu running across the top of it.

[ Voter Registion batabese. Thiis title identifies the Main VRS window
Aonii -

' Voter M. Street Assi D Provisional Voters =~ Ab Ballots | Reports |_]Forms | Tools ~  Default county Statewide

|
Notice it always has the menu at the top

Figure 2.2

In the next illustration you can see that we’ve moved the “News” window from the top left
starting position to the middle of the screen. You move a window by clicking and holding the left
mouse button in the title bar at the top of the window.

[
a:l Voter Registration Database.
|

' Voter Management = Applications = Street Assi i Provisie A Ballots Reports | |Forms Tools ~ Default county Statewide

|

Y
BOARD OF ELECTIONS

H User Guide vic Election Calendar Program Changes Online Services Install Links

6/10/2013 - Date corrections

Corrected date display for counties in Central time zone
6/10/2013 - Citycode (precincttown) length
Changed length of citycode (precincttown) field to 3

6/6/2013 - Closed book for House 56 special election

Domain user name: KYFDO1\tom.watson SQL user name: KYFDOL\SBE-Admin

Figure 2.3
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2.1.3 STACKING WINDOWS WITHIN VRS

Since you can have multiple windows open within VRS, you will often find that you have windows
stacked on top of other windows. In the screenshot below you can see that the “Voter
Management” window is open on top of the “News” window.

Ballots | Reports | |_] Forms | Tools ~ | Default county Statewide

8! Voter Management

4 4 Dum b bl | 4P Newvoter

Voter data | County | Precinct | Changes | Voting history | Absentee ballots |
Voter ID
Last name Mailing address
First name: City / state / zip
Middle name
Suffix

County City / state / zip

Residence address

Res/cell/work phone
Source code
Handicap assistance [

Reg date Inactive date

Domain user name: KYFD01\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 2.4
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2.1.4 CHANGING WINDOW STACKING ORDER

By clicking anywhere on the window beneath another window you can bring that window to the
front of the stack. Here we’ve clicked on “News” and it is now on top of “Voter Management”.

Ballots | Reports | |_]Forms  Tools ~ | Default county Statewide

0 of0 | b Pl | 4 New voter

‘ 85 Voter Management

I BOARD OF ELECTIONS

H User Guide vic Election Calendar Program Changes Online Services Install Links

6/10/2013 - Date corrections

Corrected date display for counties in Central time zone
6/10/2013 - Citycode (precincttown) length
Changed length of citycode (precincttown) field to 3

6/6/2013 - Closed book for House 56 special election

Domain user name: KYFDO1\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 2.5

2.1.5 CLOSING A WINDOW

You can close any of the windows that you have opened at any time. Simply click on the red X in
the upper right corner of the window you want to close. If you close the wrong one, you can
always open it right back up.

=
a- Voter Registration Database EL

Voter Management = Applications = | Street Assig inati Provisi Ab Ballots | Reports DFurms Tools =  Default county Statewide -

gl Voter Management

{ |[o of 0 | b Pl | db New voter

Click here to close a window

o News

A R
m “ |STA

m User Guide VIC Election Calendar Program Changes Online Services Install Links

A
BOARD OF ELECTIONS

Figure 2.6
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2.1.6 RESIZING VRS ON YOUR DESKTOP

Since VRS runs on your desktop, the whole System can be resized to fit your needs. Here we can
see the whole VRS application sized to fit in the middle of a desktop screen.

‘Voter Mamagement  Applcatioms +  Sireet Augnments. Dectinatons  ProviionsiVoters  Abuemtce Balots | Regerts | ] forms | Took -  Default sounty Stabemide

- D [

=

&/1072011 - Date corrections.
Correctad date display for counties in Central tme zone
&/10/2013 - Citycode (precinctiown) bength
Changed Length of dtycode (precictiown) fleid 1o 3

8 e Jan

/67201 - Clased book for House 56 special election

Figure 2.7

2.1.7 VRS INTERNAL WINDOWS

It is important to note that if VRS is closed, all windows inside will also close. So, if we move one of
the windows to the side, it does not go beyond the boundary of the VRS window it is inside.

-~

- @ 1S

P vt | v

Election Calendar  Program Changes

/1072013 - Dt coerTections

[< for cowntias n Contrd Ume 2ome

/1077013 - Citycode (precinctiown) length

Changed length of citycode (preciacttown) feid to

e 3 n

/72011 - Closed book for House 34 special election

Figure 2.8
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2.1.8 CLOSING THE VRS SYSTEM

Below you can see that there are now three windows open within the System. By closing the main
application window you will be closing all of them. In other words, you can close individual

windows any time you want, but it isn’t necessary in order to exit the System. When you are
finished working with VRS, just close it.

Click here to close VRS

Applcations - Street Auiguenents  Dechnatiom  Provhional Voters  Almentee Balots  Reports | | Forms.  Took - Default county

Program Changes  Online Services

S/10/2013 - Date corrections.

v
ssh
ssM
Las]
F
M
A
Cnf
e

Comrected date display for counties in Central time zone
671012013 - Citycode (precinctiown) kength
Changed length of ditycode (precincttown) fleld to 3

/62013 - Closed book for House 56 special election

Ll Wl ¥

Figure 2.9

2.1.9 IMPORTANT NOTE ON CLOSING VRS

Always keep in mind that there is no “Logout” for the System. If you are signed into a computer
workstation and leave it unattended, someone else could use the VRS with your credentials. Make
sure you close the application and lock your machine if you are away from it.
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3 SYSTEM SECURITY

3.1 VOTER REGISTRATION

Voter registration should be conducted with the strictest application of the laws contained in KRS
Chapter 116. These laws include voter registration, registration agencies, processing registration
applications, and standards of timely forwarding and receipt of applications.

3.2 SOCIAL SECURITY NUMBERS AND SOURCE CODES

Voters trust the county clerks’ offices with their personal information and securing that
information is extremely important. Social security numbers, including bar codes on precinct
signature rosters, and source codes that identify voter registration agencies are not public record
and should be redacted before public dissemination.

3.3 ACCESS TO VOTER REGISTRATION SYSTEM

3.3.1 USER REQUIREMENTS
All users of the 2013 KY Voter Registration System must have the following:

1. COMPUTERS —
a. within the statewide networks or physically located in a county clerk office; and
b. running .NET 4.0; and
c. providing the State Board of Elections with data from each computer by running the
application at this link http://app.sos.ky.gov/news/downloads/compinfo.exe.
2. USER IDENTIFICATION — issued by the Commonwealth Office of Technology (COT). These
IDs are usually in the following format: KYFDO1\firstname.lastname [example® KYFDO1\Steve.Spisak]

(NOTE: This ID is NOT your CC number. Do NOT allow staff to share user identifications.)

3. AUTHORITY — assigned by the State Board of Elections after submission of completed
form SBE 101 Request for Access to Voter Registration System (8/2013) signed and dated by
county clerk.

PASSWORD — established by the user or county administrator.

3.3.2 SYSTEM AUTHORITY TYPES
There are three system authority types:

e READ - ability to search only; and
e UPATE — ability to read and update; and
e ADMINISTRATOR — ability to read, update, delete, and multiple extra functions.
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‘3.3.3 OBTAINING AND MAINTAINING SYSTEM ACCESS (FORMS)

COMMONWEALTH OF KENTUCKY
STATE BOARD OF ELECTIONS

T ey | L 05014240 To obtain user access and set authority level,
county COUNTY CLERKAN, form SBE 101 Request for Access to Voter

- - // @2 Registration System (8/2013) and send to the
o /O 4 State Board of Elections.

Toadd auser tothe voter registration system, the county clerk must s e
ark the appropriate box below for the system led  There are three leveis of
BCCesS Bnd the COounty Clerk must CROOSE the BCCESS requested,

1. READ » abdity 1o search

2. UPDATE b= ability to read and update

3. ADMINISTRATOR - abiity to read, update, de

I hereby request access to the voter regi for the following individual(s): Figure 3.1
s R
* USER 1D/ &® /NAME NEE
Sy N
\/ = o o
é = o o
Q l = (= =]
< et

* USER ID requires ky.gov user identification issued by the Commonweaith Office of Technology (COT). These IDs
usualy are frstname. lastname@ky. gov and not your CC (county clerk) numbes [example: steve spisak@ky gof. Donat
alow staff 1o share user identifications.

SBE 101 (8/2013) FAX to 502-573-4369

FOMMONWEALTH OF KENTUCKY
STATE BOARD OF ELECTIONS
0 WALNUT STREET, FRANKFORT KY 406013240
FAX 502-573-4369

registration system, the county clerk must county COUNTY CLERK A
complete, sign, and date form SBE 101-A || . -
Cancellation of Access from Voter Registration el

Toremove a user from the voter registration system, the county clerk
System (8/2013) and send to the State Board of furmbes, users nams, and retr 10 he Stats Boed of Bec /Q

I hereby request the cancellation of the following u

Elections.
ections USER ID Qé§

Figure 3.2 / *‘b

SBE 101-A (8/2013) FAX to 502-573-4369
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3.3.4 USER ACCESS FORMS AVAILABLE WITHIN VRS

Both Form SBE 101 and SBE 101-A can be found within the System. Simply click on the “Forms” tab
at the top of the System.

=

Ballots | Reports || Tools ~ | Default county Statewide - m

f
I Select Forms to access Printable Forms

Figure 3.3

3.3.5 FORMS TAB WINDOW

A new window will open providing access to a variety of printable forms. The Form you have
selected will open in a separate window as a PDF file that you can then edit and print as needed.

- e o S e

Voter M. Appli i linati Provisional AL
| g

| =5 Printable Forms

SBE 04
Voter credit form

SBE 2T

Permission for precinct SBEM
officer of larger to serve at Voter assistance form
smaller

SBE 26
Authorization to vote at
preci

SBE 33¢.
Number of issued and
returned absentee ballots,
military and overseas

SBE 33a SBE 36
Lint of vot s leatied Number of rejected absentee

absentee ballot

sheet

SBE 462
i ) Instructions for voting to a
application for an absentee qualified Kentucky resident
[

SBE 44a
Mail-in absentee ballot
application Who has been faxed or

emailed an absentee ballot

SBE 4%a

SBE 483 $BE 480 SBE 43¢ SBESZ
Mail-in absentee ballot Instructions for post-election . of official count Hotice of vote buying and

instructions reports

and record of election titals

selling penalties

SBE 52d
Prohibition against check-off
lists in the precinct

SBE 16
CBOE Certificate of Accuracy
Test

SBE 46

sheet

SBE 54a
County board of slections
post-election statistical
report

SBESIC
County board of
provisional ballots issued to
wvoters and counted

SBE 84
t for voter
registration data form

100
SBE Election forms order

SBE 101
Cancellation of acces to
election night return system

SBE 102
Request for accoss to
abzentee ballot
online system

SBE 102a
Cancellation of access 10
absentee ballot i

online system

registration

: Form SBE 101

Doma.in User name: .I.(.V.FﬁOl\l.om.wauon SOL user name; K.YFl.JOl\SBé-Adﬁin

Figure 3.4
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3.3.6 TRACKING USER ACCOUNTS

The State Board of Elections monitors the identities of 2013 KY Voter Registration System users.
Counties also will have the ability the track their users by going to the “Tools” menu at the top of
the application and clicking it once to reveal the submenu. Then select “View Logins” as shown
below.

Ballots | Reports  |_)Forms | Tools »| Default county Statewide

Figure 3.5

A new screen will appear, as seen below, that will list all of the User accounts registered for your
County. There is only one User account shown below because there is only one User in this
particular System.

Usedid
KYFDO1\Sandy. Milbum

Domain user name: KYFDO1\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 3.6
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4 LOGGING INTO VOTER REGISTRATION SYSTEM

Assuming that all of the security requirements detailed in Section 2 have been met, the System
will be accessed by double clicking on a new shortcut on your desktop labeled “Voter
Registration”. This will launch the program and you will see the “News” window as the default
opening view. You will not have to log-in at this point as the System will use the same log-in

account that you used to log into your computer.

The “News” section will contain messages from the State Board of Elections concerning the system
and scheduled maintenance. Notice that there will be other sections available as they are

developed in the future.

KENTUCKY
STATE BOARD OF ELECTIONS

m User Guide vic Election Calendar Program Changes Online Services Install Links

6/10/2013 - Date corrections

Corrected date display for counties in Central time zone
6/10/2013 - Citycode (precincttown) length

Changed length of citycode (precincttown) field to 3

6/6/2013 - Closed book for House 56 special election

Figure 4.1

Need to Know!

s Computers

¢ Within the statewide networks or physically located in a county clerk office; and Running .NET 4.0; and
*Provide SBE data by running the app at this link http://app.sos.ky.gov/news/downloads/compinfo.exe,

s User Identification

eThese IDs are usually in the following format: KYFDO1\firstname.lastname
*This ID is NOT your CC number. Do NOT allow staff to share user identifications.

=] Authority

¢ Assigned by the State Board of Elections after submission of completed form SBE 101 Request for Access to
Voter Registration System (8/2013) signed and dated by county clerk.

=] Password

¢ Established by the user or county administrator.

Figure 4.2
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5 VOTER MANAGEMENT

The Voter Management screen could be considered the heart of the VRS. From this powerful
window you can search the voter database, view the results and, more importantly, manage
individual voter records. To open the Voter Management screen, click “Voter Management”.

Ballots | Reports | ] Forms Tools * Default county Statewide

Figure 5.1

You will then see the following window open up within the VRS main window.

* Voter M: Al ~ | Street Assig Declinatit Provisional Voters ~ Ab Ballots | Reports | ] Forms  Tools ~  Default county Statewide Al News
|
a5l Voter Management [ell@=
E LI | |0 ‘of(l b bl | 4p Newvoter | Detach
SSN T Bthdste _/ / “ [ reset |
SSN Last 4 Sex None: . e EE =l
Lt ramme. Pady  None 2 Gty code Xeode2:
Bintveme Courty - Schoolboad Xeode3:
Precinct Xcodel: Xcoded:
Zip code Sort by
&  Protsre | ©) Neme () Addess () Zpcode

First name Middie name Last name Bath date County Precinct Zip code Mumber Address

Veter data | County | Precinat | Changes | Voting history | Absentee ballots |
Voter ID - b "
Last name Madng sddess %
Fst naion Cry /state / 20 Senate distrct
Residence address
Suffic w Suprame Count distict
Precinct town
County Cay /state /20 o |
Precinct idat: [
Birth dat ]
5;  — Res/cel Aok phone scods2:
l_None - Source cods xcoded:
Party Handicap assistance [ | xcoded:
Last updated Corf date Reg date Inactive date RTMaidate

Domain user name: KYFDO1\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 5.2

Need to Know! )

= Changes made to voter records are permanet.

e This is not just a search and view tool. Any changes made in this
window will be saved to the Voter Registration Database.

Figure 5.3
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5.1 THE SEARCH FUNCTION

5.1.1 PERMANENT VOTER ID

A permanent voter ID number has been assigned to all registered voters currently in the voter
registration system, and a permanent voter ID will be assigned to all future registrants.

5.1.2 DATA FIELDS

Using this window, you can search for a specific voter or you can search for groups of voters based
on many different data fields.

The search function is available for any of the following fields (or combination of fields):

e Social security number

e Last four digits of social security number
e last name

e First name

e Middle name

e Address

e City

e VoterID

e Birth date

e Sex

e Party

e County (statewide or by county)
e Precinct

e Zip code

e Handicap assistance
e City code

e School board code

e Four additional codes

5.1.3 SEARCH RESULTS OVERVIEW

The voter data returned by your search can be used in a variety of ways. You can create Reports
using the results or the data can be exported to an Excel spreadsheet or even printed as needed.
You can also access individual voter records in order to make updates or access functions such as
“Absentee Ballots” and “Voting History.”

VRS | KY Voter Registration System Page 19 of 60



5.1.4 USING THE SEARCH FUNCTION

To use the Search function you simply choose which field or fields you want to use to narrow your
results and type the data you want to match into the proper field(s).

Provisional Voters  Absentee Ballots | Reports | | Forms ' Tools =  Default county Statewide

oy Voter Management @@

E L | iO JafO b bl | 4k Newvoter | Detach
SSN — | VoterlD Bithdate _/_/_ Search
SSLas e e - — EXZH KT KN T
H’m ance
i Last name smith Paty None i Gy ke
H"'| s Courty * Schoolboard
Precinct ¥codel:

Figure 5.4

Next, choose whether you want to search statewide or only in a specific county by using the
“County” dropdown list.

© Voter Management = Applications | Street Assig Dec Provisional Voters  Ab Ballots = Reports D Forms Tools = Default county Statewide
o Voter Management [a@]=]
‘M 4 [0 lofo| » Bl | <k Newvoter | Detach

SSN e - VoterD Bithdate _/ /

SSN Last 4 Sex None

Last name smith Party

First name john Courty

Middle name

code
Gty Zp ALLEN

(’)Nanu () Address () Zip code

BALLARD
First name Middle name Last name Bath date c«'BARREN

BRECKINRIDGE
BULLITT
BUTLER

CALOWELL
Veter data | County | Precinct | Changes | Voting history | Absentee balots |
Voter ID .
Last name % House district
Fest riame Senate district
Middle name Congressional ditrict
inct town
County CLINTON Precinct
Cty /CRITTENDEN Other codes
Precinct CUMBERLAND - xcodel:
Birth date .

Dnnlanl huade ahann A

Figure 5.5

After you have filled in the data fields you are going to use to search, then simply click “Search”
and the results will appear.

Ballots | Reports | ] Forms  Tools ~ Default county Statewide

a2 Voter Management [sl@l=]
P10 Jofo | b bl | 4 Newvoter | Detach .
SSN - \VoterlD Bithdate _/_/
SoiiLas & S o . o EE K =Sl
| :m s e Z Cty code Xeode2:
reme ichn County  Statewide 7 School board ¥coded:
Middle name o -
I A Precinct Ycodel: Ycoded:
Figure 5.6
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5.2 WORKING WITH THE VOTER RECORDS

Look in the upper left corner, you can see that the statewide search example we are using for
“John Smith” resulted in 472 matches. You will also see that there is now a list of records in the
middle of the window. This list of results is scrollable using the scroll bar to the right of the list.

Also notice that the first “John Smith” in the list is pre-selected and highlighted in blue. This

“selected” record is the one that is shown in detail (directly beneath the list of all the records)
under the tab called “Voter Data”.

I|° Voter Applications ~ | Street Declinati P il Voters  Ab Ballots = Reports | _|Forms Tools ~  Default county Statewide -
|
a5' Voter Management E [
| ( |1 ofd72 | b Pl | 4k Newvoter | Detach
55N - VeterlD Bithdate _/ /___ ==
55N Last 4 Sex None
Last name smith Party None -
Fit nome o County  Statewide + School board YcodeZ:
Middle name ) od:
—_— Sort
iy Zip code Print screen - by Zp code
First name: Middle name Last name Bith date County Precinct Zp code Number Address °
3 SMITH 01/03/1961 |BELL E103 40977 MOCKINGBIRD LANE
JOHN SMITH 02/28/1972 |BOONE | B133 410918730 | 2635 JACKSON RUE
JOHN SMITH 03/03/1934 | BREATHITT B105 41306 14381 HWY 1110
JOHN SMITH 0672001964 |CHRISTIAN  |B102 422am824 | 1418 W TTH ST
JOHN SMITH 05/30/1960 |GREENUP c110 411218734 | 3847 STATE ROUTE 3306
JOHN SMITH 01/29/1951 |JEFFERSON N117 402121857 | 3012 ROWAN ST
OHN SMITH 04/77/1968 L IFEEERSON B15E 407912301 | 7971 BROADEERN DR i
Voter data | Courty [ Precinct | Changes | Votng history |
Voter ID 106252
Last name  SMITH Maiing address P O BOX 571 e, House dstnct 087
Frstname JOHN City /state /7o PINEVILLE KY 409770571 Senzte datict
Middle name Residence address MOCKINGBIRD LANE >
Suffix W) Supreme Cout dstict 3
Precinct town
County BELL 007 City /state /zp  PINEVILLE Kr 40977 Other codes
Precinct LONE JACK E103 ;
Bith date .uw:msm Res/cslAvk phane oot cod 32
S [iake Source code 101 Xcode3
Paty Republican Handicap assistance [] Xooded
Last updated  4/25/1397 Corf date Feg date 10/6/1979 Inactive date RTMaidate
[rin ot

Domain user name: KYFDO1\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 5.7

You can sort the results list by any of the columns by clicking on the heading of the field you want

to sort by. Here we are going to sort on the “County” field.

,._1 Voter Rgglstretlon Database

Voter Management = Applications ~ = Street Assi

Ballots = Reports

|_JForms | Tools * Default county Statewide

Lglg-g

a:! Voter Management

1 { 4 |1 of 472 | b P| | 27 Newvoter | Detach
SSN - - VoterlD Bithdate _/ / _‘ =|
SSN Last 4 Sex Nene
Last name smith Party None i Ycode2:
FLEEES fofn Courty  Statewide Xeoded:
- - — aded:
b Print screen Print table SMN:L roRe
First name Middle name _ Last name Bith date _Ce‘.ml | Precinct Zip code | Number Address
13 JOHN SMITH 01/03/1961 |BELL E103 40977 [MOCKINGBIRD LANE
JOHN SMITH 02/28/1972 |BOONE 8133 410918730 | 2639 |sackson rUE
JOHN SMITH N3/M3/1934  |RRFATHITT R1NG 21308 14381 HWY 1110
Figure 5.8
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5.2.1 SORTED RESULTS

After sorting by the “County” field, you can see that there are
now listed alphabetically by county.

still 472 total records but they are

M 4|1 of472 | b Ml | 5k Newvoter = Detach
SSN L - . Voter ID Bithdate _/_/
SSN Last 4 Sex None o
Last name smith Party None - .
First name john County Statewide d School board Xcode3:
Middle name : :
code
Gty 2Zp
| First name Middle name Last name Birth date Zip code Number Address
» JOHN THOMAS SMITH 07/22/1973  ALLEN AlD1 421641424 E WALNUT ST
| JOHNNY SMITH 06/12/1967 |a21209m11 | 1101 | BLANKENSHIP RD
:JOHN EDWARD SMITH 08/15/1952 |ANDERSON E101 11032 NORTHWOOD LOOP
| JOHN [ o8 SMITH 12/16/1952 | BALLARD B101 |208 3RD ST
;JOHN CLIFFORD SMITH 06/05/1975 | BALLARD |e101 409 | 2ND HICKORY
iJOHN T SMITH 12/29/1964 | BARREN B102 |421418470 | 900 JCARTER RD
LIOHN | SMITH 01/03/1961 | BFI1 F103 lapg77 | MOCKINGRIRD | ANE =
Voter data | County | Precinct | Changes | Voting history |
Voter ID 74189 ; )
Lastname SMITH Maiing address L ) e e
First name  JOHN City / state / zip Senate distict 09
Midde name  THOMAS ! Conreetiornal detct. |
i Residence address 222 E WALNUT 5T L‘@ Supreme Coutt distict 1
Precincttown 1
County ALLEN 002 Ciy /state /zip  SCOTTSVILLE KY 421641424 o spa
Precinct ONE A101
Bithdate 07/22/1973 i
. Res/cell/work phone 2708341035 Xeode2
Male - Source code 101 Xeoded
Paty Democrat Handicap assistance [ Xeoded
Last updated 2/16/2011 Conf date 2/17/2011 Regdate 2/16/2011 Inactive date RTMaildate
Absentee ballot
Figure 5.9

5.2.2 SELECTING INDIVIDUAL VOTERS

To view the records of a particular voter, click on the black a
name and the results for that individual will appear in the “Vote

rrow to the left of the highlighted
r data” tab below.

First name: Middle name Last name Bith date County . Precinct Zip code Number Address =
THOMAS SMITH 07/22/1873 |ALLEN A101 421641424 (222 EWALNUT ST =
B102 421209711 1101 BLANKENSHIP RD
E1 403429645 1032 NORTHWOOD LOOP
AOHN [C SMITH 12/16/1952 8101 420560213 | 203 3RD ST
JOHN CLIFFORD SMITH 06/05/1975  BALLARD 2ND HICKORY
SMITH 12/29/1964 421418470 JCARTERRD
LioHn [ SMITH ln1/nanesr [Red 30 40977 MOCKINGRIRD | ANE 2
Voter data [Ccuiy I Precinct ] Changes [\Hﬂﬁ"ﬂﬂﬂ
Voter ID 48862 Hoves dis
Last name SMITH Maiing adcress LY oo chtict - [HIX
First name JOHN City / state / zip Senate distnct 02
Midde name CLIFFORD ) Congressional ditrict 1
Residence address .
Precinct town
County BALLARD 004 KY 42056
Precinct LA CENTER
Bith date !
S Xcode2
Source code 101 Xcoded
Paty Democrat Handicap assistance [ | Xeoded
Last updated  5/26/2010 Reg date 5/17/2010 Inactive date RTMaildate
Figure 5.10
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5.2.3 VOTER DATA TAB DETAILS

The voter data tab provides a listing of registrant’s last name, first name, middle name, suffix,
county name and number, precinct name and number, birth date, party, mailing address,
residential address, residential/cell/work telephone numbers, source code, handicap assistance,
house district, senate district, congressional district, supreme court district, town code, other
code, last update, conf date, registration date, inactive date, and return mail date.

The yellow tag icon allows you to print labels if you have a DYMO label writer. The blue
highlighted “Residence address” is linked to Google maps and driving directions are available if the
addresses are recognizable to Google Maps.

Voter data | County | Precinct | Changes | Voting histary |

Voter ID 48862 5
Lastname SMITH Mailing address DYMO ]abE| erter i Fooee dﬂ@ 001
First name JOHN City / state / zip Senate distict 02
; Congressional district 1
e ;::e f:"' — GOOQ'E Ma ps Residence address 409 2ND HICKORY %) Supreme Cour distict 1
o v
f Precincttown ¥
County BALLARD Ciy/state /2p LACENTER KY 42056 Othier i
Precinct LA CENTER B101 SWER
. ode
Guth dote RN Res/celliwork phone - 2706655250 Yeode2
Sex e
i % Source code 101 Xcode3
Paty Democrat Handicap assistance | Xeoded
Last updated 5/26/2010 Conf date 5/27/2010 Reg date 5/17/2010 Inactive date RTMaidate
Absentee ballot
Figure 5.11

This is a sample of the maps provided if driving directions are available.

1065-DAN-ST-LAWRENCEBURG-KY 403421626 Zoom W Go

200W WOOOFORD ST+40342

Magn

Go .Slc Jrom: 1065 DAN ST LAWRENCEBURG KY 403421626 to: 200 W woooror s | [IES
Gatevcoons iy pisces Bl ¢ | = § " “
< > < 1 >
=l A = £ Saelias

@ 1065 DaN ST LAWRENCEBURG KY 4034216
u
@ 200 W WOOOFORD ST 40342

N Main St 1.9 mi, 4 mins

Driving directions to 200 W 0>
Woodford St, Lawrenceburg, KY
40342

1065 Dan St
Lawrenceburg, KY 40342

1. Head northwest on Dan St toward Dudley
S

r* 2. Take the 15t right orto Dudiey St

r* 3 Tum nght onto N Male S5t o & &

r* 4 Tom night cete W Woodtord St

Figure 5.12
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5.2.4 COUNTY TAB DETAILS

The county tab provides a listing of county name, county clerk’s name, address, city, telephone
number, e-mail address, and website. The dates of the next Primary, General, and Special
elections are also displayed.

;Voterdda County Precndl&angee[\i’dnghaory[

County: FRANKLIN
Clerkname: GUY R ZEIGLER
Clerkaddress: P.Q. BOX 338
Clerkeity: FRANKFORT
Clerkphone; 5028758704

Clerk e-mail
Clerk web ste  hitp:/Aranklincounty ky gov/agencies/coclerk htm
Primary election date | 5/20/2014 General election date |11/ 4/2014 Special electiondate | 8/ 1/2013
Figure 5.13

5.2.5 PRECINCT TAB DETAILS

The precinct tab provides a listing of precinct code, precinct name, polling location building name,
polling location address, and polling location zip code. If voter registration books are closed for
that precinct, the “Books closed” box will be marked.

Voter data | County | Precinct | Changes | Voting history |
code: A101
name: FARMDALE
building: FIRST CHURCH OF GOD

address: 1029 BURLINGTON LN
zip: 40601

Books closed

Figure 5.14

5.2.6 CHANGES TAB DETAILS

The changes tab provides a listing of all the changes made to the voter registration record,
including the date and who made the changes. Note: the userid’s listed below are from the mainframe
voter registration system and userid’s from this System will be listed as kyfd01\firstname.lastname.

Voter data | County | Precinct | Changes | Vating history

fieldname oldvalue newvalue changedatetime userid Key =

» _9352137 | 200003 2/21/2012 11:20:00 AM | CC05908 9262137 |

mname ASHLEY z 2/21/2012 11:20.00 AM | CC05908 |9362137

[iname | ZIMMERMAN [sPisak |2/21/2012 11:20:00 AM | cC05508 |9362137|
|countycode | 008 oss 2/21/2012 11:20:00 AM | CC05508 9362137 | _

party D 0 2/21/2012 11:20.00 AM | CC05508 9362137

|othercodes | |cov 2/21/2012 11:20.00 AM | CC05508 9362137 |

reodate |3/28/2007 12:00:00 AM | 2/21/2012 12:00.00 AM | 2/21/2012 11:20.00 AM | CC05508 9362137

|ressirestnumber | 942 [109 2/21/2012 11:20.00 AM | CC0508 9362137 |

[resaddr |cannonaDECT  [ET6THST 2/21/2012 11:20.00 AM | CC05508 [9362137

rescly UNION COVINGTON 2/21/2012 11:20.00 AM | CC05508 |9362137

P A10617181 A10113421 2215012 11-20-00 AN COasang 9362197

Figure 5.15
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5.2.7 VOTING HISTORY TAB DETAILS

The voting history tab provides a five-year voting history. Voter credit is not given for Special

elections.

| Voter data | County | Precinct | Changes | Voting history

2012 [C] Primary  [¥] General
2011 [[] Pimary [7] General
2010 [C] Primary [¥] General
2008 [C] Primary [¥] General
2007 [C] Primary  [C] General

Figure 5.16

‘ 5.2.8 RESET BUTTON

The reset button clears the search fields but does not clear the results and details specific to an

individual from your previous search.

Voter

1l a5 Voter Management

Ballots | Reports | ]Forms  Took - Default county Statewide

, 4 4[5 of 472 | b bl | <k Newvoter | Detach
SSN o NoterD Bith date
SSN Last 4 Sex None - " — [l
landicap ance
L;: e Paty  Mone 2 Ciy code Xeode2:
name County *  Schoolboard code3:
Middle name Prec Ycoded:
—_— Sort
Cy Zp code Frint screen Print table by . Zp code
| First name Middle name Last name Bith date County ~ Precinct Zip code Number Address o
JOHN THOMAS SMITH 07/22/1973 | ALLEN A1 421641424 222 E WALNUT ST -
JOHNNY SMITH 06/12/1967 | ALLEN B102 421205711 10 BLANKENSHIP RD
JOHN EDWARD SMITH 08/15/1952 | ANDERSON E101 403429649 1032 NORTHWOOD LOOP
JOHN Cc SMITH 1271671952 | BALLARD B101 420560213 | 209 3RD ST
» JOHN CLIFFORD SMITH 06/05/1975  BALLARD B101 42056 409 2ND HICKORY
JOHN T SMITH 12/29/1964 | BARREN B102 421418470 900 JCARTER RD
IOHN SMITH 01/07/1961  BEI| E101 409 MOCKINGRIRD | ANE 2
cherdaa[ County [Pm]mm]vmhm]
Courty: BALLARD
Clertkname: LYNN W. LANE
Clerkaddress: P.O. BOX 145
Clerkcity: WICKLIFFE
Clerkphone: 2703355168
Clerk e-mail
Clerk web ste
Primary election date | 5/20/2014 General election date |11/ 4/2014 Special election date | 7/29/2013

Domain user name: KYFDO1\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 5.17
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5.2.9 REPORT BUTTON

The report button allows you to view and print the results of a search. The report lists the date,
Commonwealth of Kentucky, State Board of Elections, number of pages, party affiliation, sex, age

code, last name, first and middle name, address, zip code, and five-year voting history.

'H Voter Management

H 4|5

SSN

SSN Last 4
Last name

First name

Middle name
Address

Cy

of 472 | b

Figure 5.18

M | 4F New voter

Voter ID

Detach

City code Xcode2:
¥ School board Xcode3:
Xcodel: Xeoded:

Print table _sm ~
() Name () Address () Zpcode

‘5.2.10 REPORT BUTTON RESULTS

When selected, the Report will open in a window on top of the System window. This window,

unlike the “Voter Management” window, is external to the system.

v

Yr

—
£y
'

H® [

a3

Pages | Ouies |

i

€ B

Figure 5.19

EMal | EMail Address

G-d0d2R-0%7-0 009

o "= "l I "<

Provisional Voters  Absentee Balots  Reports | Jforms  Tooh + Default county Statewide

a2

— ==

QuMm
f £ aam

VRS | KY Voter Registration System
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5.2.11 REPORT RESULTS WINDOW

The Report window includes many useful features that can be accessed in the menu at the top of
the window. You can resize the entire Report window and magnify the preview of the report
within as needed. Notice also that there is a menu of preview pages on the left for navigation.

: EMail | EMail Address Subject

S-HD3Q R-0%9%-0 @ DPgel 71PO@-0- DADB

1.1

Pty

July 30,2013

Commonwea ith of Kentucky
State Board of Elections

i

Figure 5.20

5.2.12 EXCEL BUTTON

The excel button allows you to import the report data into an excel file.

of472 | b bl | 4F Newvoter | Detach

SSN - - VoterlD Bithdate _/_/ earch

55N Last 4 Sex None -

Last name Party None - Xcode2:

First name County Xcode3:

Middle name Precinct Xcoded:

o = Zip code Print screen E“H” - =

Address () Name () Address () Zipcode
Figure 5.21

\5.2.13 PRINT SCREEN

The print screen button allows you to print a screen shot of your search.

s

85! Voter Management
P 4o of 0 | b bl | 4k Newvoter | Detach
SSN - VoterlD Bithdate _/_/

— Search

Figure 5.22
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5.2.14 PRINT SCREEN RESULTS

The screenshot will open in an external window on top of the System window.

| S-HDA2 R-0u4n-0 / 0DPmxl N POD -
Pages | Gutina | [ R B IR A S

a21n4m
oAy

Figure 5.23

5.2.15 PRINT TABLE

The “Print table” button allows you to print the results of your search as a table-formatted

document. You can choose to name, or title, the document if you like, or you can just produce the
document without name or title.

The report provides a list of voters from your search formatted into columns by first name, middle

name, last name, birth date, county, precinct code, zip code, address - street or road number and
street name.

&5 Voter Management
P 4 (o Jofo| b Pl | 4k Newvoter | Detach

(= =]=]

SSN - VoterlD
SSN Last 4
Last name

Reset

Bath date
Sex
Party
First name County S
Middle name
Precinct
[r— Zip code

Ciy

eiid

| First name Middie name Last name Bith date

Figure 5.24
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5.2.16 PRINT TABLE TITLE OPTION

If you choose to have your report named, or titled, simply type the name or title of report in the
field provided. If you choose to not have your report named or titled, hit enter or “Cancel” and
your report will appear.

al Voter Management [a]@] =]
PN 41 of472 | b Pl | 5F Newvoter | Detach
SSN - VeterD Bthdate _/_/___ Reset
= T e e
Last name smith Party None S o Yeode2:
First name john County Statewide - School board Xcoded:
A D Precinct Xcode: Ycoded:
ddess = Sort
Ciy hw Print screen Print table (;j by (:) (:) Toes
I Birth date County Precinct I Zip code Number Address J o
» 01/03/1961 I Lmanr nLanE T E
[JoHN SMITH 02/28/1972 41091{ Report fitle -m— —
[domn SMITH 03/03/1934 41208]|| 5perreport thie or retum
|JoHn SMITH 06/20/1964 | CHRISTIAN
[JoHn SMITH
[Jomn SMITH
LIOHN SMITH My List of all John Smiths i
Voter data | County | Precinct | Changes | Voting hi
Voter ID 106252 y
Lzstname SMITH LY ouse ditict 067
fistname JOHN Cty/state /20 PINEVILLE KY 409770571 Senate danct )
Hiddie name Residence address MOCKINGBIRD LANE . :
Suffix L‘Q Supreme Court district 3
Precinct town
Courty BELL 007 Cty /state /2p  PINEVILLE Ky 40977 Other codes
Precinct LONE JACK E103 e
mhd:; 01/03/1961 Res/cell/work phone Yeode2
| Male - Source code 101 Xecode3
Paty Republican Handicap assistance [7] Xeoded
Last updated  4/25/1997 Corf date Reg date 10/6/1979 Inactive date RTMaidate
Figure 5.25

5.2.17 PRINT TABLE RESULTS

Your “Print table” results will appear in an external window that has the same control options as
we’ve already seen in both “Report” and “Print Screen”. Notice the column format of the table.

e .-

lf EMail | EMail Address Subject
| G-HdD3R (R-06M13-@ | @ @ Page 1 MPO@@-9- DODM; [o]aan
i Page:‘o‘m‘ B e vl 3 S BT

»

I TS E
=i===== - My List of all John Smiths
a4 3 - Printed Tuesday, July 30, 201
Iﬂaﬂﬂl - Srmawe Frezoz
- HoEN BT CUOMMT  BEwL G =
- SO BT /28972 BOCNE 813 410918730 2639
- omN ST 0303534 BREATHTT  BiCS 136 1381
~N o SUTH CHI0MEE  CHRETAN g0z azenze
- o ST 08380 GREENUP 1o AT1TUTSE 3047
- sor T U EFFERSGN  N11T aoaesT i
- HoEN SUITH CUITHHE  JEFFEREON  B156 402912301 TR
- JOHN BMITH 12141970 JEFFERBCN w1l 402171927 (-]
= z sor T CHIENIT  SOHNEEN g7 412043500 838
= JOHN Ui WMME KX Af03 e X2

Figure 5.26
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5.3 EDIT VOTER

5.3.1 EDIT VOTER OVERVIEW

The “Edit Voter” window can be used to process physical voter registration applications or update
an existing voter record. In this window you can edit the voter’s data fields, including correcting
name change, social security number, address, party affiliation, precinct, and various code fields.
You may also Add or Delete voters from this window. The “Edit Voter” window can be accessed
through the “Voter Management” window or by selecting it from the “Applications” menu at the

top of the System window.

5.3.2 EDIT OR ADD VOTER FROM WITHIN VOTER MANAGEMENT

Edit Existing Voter Record

Once you have selected the voter whose record you want to access, select the “Edit Voter” button
at the bottom of the screen and the “Edit Voter” window will appear already populated with the

selected user’s data.

Add New Voter Record

If you need to add a new voter record, just select “New Voter” from the top of the screen and an
empty “Edit Voter” screen will appear for you to fill with the voter’s data.

85 Voter Management a2 =
H 4 9 of 20 b bl | 4¢ Newvoter | Detach
SN e T,
4
- o Select New Voter to add a new voter record
name mi CHy cooe Xcode2:
First name County  ANDERSON - School board Xcode3:
= Precinct Xeodel: Xeoded:
S s S
First name Middle name Last name Birth date County Precinct Zip code Number Address -
KRIS MILBURN  |03/28/1985 | ANDERSON D101 402429216 179 HARRODSBURG RD
REVEL THOMAS MILBURN  |02/28/1953 | ANDERSON D101 403429216 | 1796 HARRODSBURG RD
[ sANDRA LYNN MILBURN 06/12/1957 ANDERSON D101 403429216 179 HARRODSBURG RD =
Jupy FAYE MILBURN  |02/09/1972 |ANDERSON |F102 402429325 1541 AARON BARNETT RD
EULA FAY MILBURN 10/16/1960 | ANDERSON |E101 403429607 | 1668 GRAEFENBURG RD
GLENDA SUTTON MILBURN  |01/07/1971 |ANDERSON |E103 403429452 1247 ALTON STATION RD
IFRRY WAY M BURN 13/10/1955 ANDFRSOMN (F101 403479607 1668 GRAFFENRIIRG RO £
Voter data | County ] Precinct ] Changes [Vngmtnry
Voter ID 36618
Lastname MILBURN Maiing 2ddress 1796  HARRODSBURG RD LN House detrict 055
Fistrame SANDRA Ciy /state /7p LAWRENCEBURG KY 403429216 Sencte dielrct (1
Congressional distict 6
Middia rame XN Residence address 1796  HARRODSBURG RD @ Suprome Coutdetit 5
Suffix v
Precinct town
County ANDERSON 003 City / state /zip LAWRENCEBURG KY 403429216 Other codes
Precinct MCBRAYER D101
Bith date  06/12/1357 KeodeT
Res/cell/work phone ¥eode2
Sex Female Source Xeadesd.
5 " ..
Party Democrat rndca asssand Select Edit Voter to edit existing voter records
Last updated  11/10/1987 Corf date Reg date 4/28/1975 Inactive date RTMaidate
Figure 5.27
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5.3.3 USING THE EDIT VOTER WINDOW

If you wish to save while continuing to work within the record--
Click on the “Save” button and continue working.

If you wish to stop working within this record, and you have not selected “Save”--
Click on the “Cancel/exit” button and no changes will be saved.

Once you have completed updating the data--
Click on the “Save/exit” button to continue to the next registration.

If you wish to remove the registrant’s record--
Click on the “Delete voter” button after selecting the reason for the deletion.

Note: changes can only be made in the green highlighted fields.

-l Voter Registration Database

Voter

Ballots | Reports | |Forms Tools ~  Default county Statewide

i 85! Voter Management slrEr=E]

il 4 4|9 of20 | b bl | 5k Newvoter | Detach

SSN| 95 Voter Add - Edit - Delete EEE
Last
| Comesdson e [seve [l Cancol x|
i Name: last /fist /middie /suffix.  MILBURN SANDRA LYNN
ol - - /121957
3 County name and code ANDERSON = ANDERSON

Precinct code and name MCBRAYER [D101] - MCBRAYER <= D101

Residence address 1796 HARRODSBURG RD = 179% HARRODSBURG RD
] Residence line 2 (= LAWRENCEBURG KY 403429216
L Ciy, state, zip code LAWRENCEBURG KY 403429216 AA The input address matches the ZIP + 4 table. If the indicator is A4, then DPV processing is iniiated,

BB The input address matches.
Res/cellwork phone ANDERSON CO HIGH-FRESHMAN WING - 750 WEST BROADWAY
Mail address 1796 HARRODSBURG RD =p 17 HARRODSBURG RD
City, state, zip code LAWRENCEBURG KY 403425216 <‘! LAWRENCEBURG KY 403425216

—] AA The input address matches the ZIP + £ table. If the indicater is A, then DFV processing is infiated,
Votef Sex Female 2 BB The input address matches.

Py Do -

Precinct town code [PEETRNTEE S Delete reason  None

Other codes {school board) Emor

xcodel:

xcode2:

xcoded:

xcoded:

handicap assistance It}

Inactive date Confimation sent date Last updated 11/10/1387 Registration date 4/28/1575 Retumed mai date

Domain user name: KYFDO1\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 5.28
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5.3.4 USING THE NEW VOTER WINDOW

Once you have completed updating the data fields, click on the “Save/exit” button to continue to

the next registration. If no social security number is given by the registrant, the system will assign
a unique sequential number to the registrant by clicking on the “Assign” button.

Note: changes can only be made in the green highlighted fields.

Cancel / exit
Middi| Y

Addr
cy

5|

I ed 7/30/20133:09PM 'R /30/2013 3:09PM ' R

Figure 5.29
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6 VOTER APPLICATIONS

6.1 HOW TO MANAGE VOTER APPLICATIONS

6.1.1 STAY UP TO DATE

Online applications and physical voter registration applications should be processed in a timely
manner on a regular schedule. The online application screen in the voter registration system
provides you with a list of all online applications for your county and should be used in
coordination with the daily application reports.

6.1.2 DAILY TASKS

Each morning you should receive and print a “voter registration daily application report of online
transactions from driver’s license and human resources.” If you do not receive this report or you
have printer issues, please call the State Board of Elections IT staff to report your non-receipt. Each
county clerk’s office must develop a daily procedure for processing applications.

6.1.3 REGISTRATION DEADLINES

Pursuant to KRS 116.045(2) registration is closed 28 days prior to any election. Before each
primary, general, or special election, the voter registration books are closed. Voter registration
books being closed mean that you cannot process or change any pending voter registration
applications. Process all voter registration applications prior to the voter registration books closing
date.

6.1.4 AVOID DUPLICATE REGISTRATIONS

Best practices would be to check all individuals on the “online applications” screen with the voter
registration system to confirm they are not already registered using a name or date of birth
search. The voter registration system will NOT allow the same SSN to be entered, but a voter may
have supplied an incorrect SSN or registered with an assigned number in the past and already be
registered.
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6.2 USING VRS TO PROCESS APPLICATIONS

‘ 6.2.1 TWO BASIC TYPES OF APPLICATIONS

Need to Know! \

=l Online Applications

¢ Online applications are those that you receive electronically, from
the Division of Drivers’ License and social service agencies.

mmm Physical Applications

e Physical applications are paper voter registration cards and for the
most part, walk-in customers.

Figure 6.1

6.2.2 APPLICATIONS TAB DETAILS

Figure 6.2
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6.3 ONLINE APPLICATIONS

6.3.1 TYPES OF ONLINE APPLICATIONS

Voter registration applications taken from Driver’s License (control number/source code 101) or
Human Resources (control numbers/source codes 304 Medicaid, 314 K-TAP, 324 Food Stamps)
appear on the online applications screen. The control numbers/source codes for these agencies
are used to report the sources of registration to the federal Election Assistance Commission (EAC)
and are for county clerk office use only and never disclosed to the public. These are the electronic
pending applications needing to be processed and will be accompanied by a paper copy. These
electronic pending applications include the following types:

e New application

¢ Residential address change within the county
e Transfer from another county

e Mailing address change

¢ Name change

¢ Name and address change

o Name and mailing address change

‘6.3.2 WORKING WITH ONLINE APPLICATIONS

Select “Applications” then either “Online applications” or “Physical applications”.

a-l Voter Registration Database

~| Street Assi Dec i Prowisie Ab: Ballots = Reports JFomﬁ Tools ~ Default county Statewide

Online applications |
Physical applications

Figure 6.3
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6.3.3 USING THE ONLINE APPLICATION

After you select online applications, the Applications window will appear within the System
window.

This screen provides a list of all online applications for your county and is used in coordination
with the daily application report.

Note: The SSNs will appear on your screen but have been redacted for the purposes of this
manual.

a2 Vote egisraon Deabese I =

53! Daily Applications TR —
1 of 120 | b Pl | 55N search Select county FRANKLIN + |[¥] Auto open | Detach

Applications list - double click a row to process
fname mname bithdate recordtype sourcecode reasonstatus othercodes
STEPHANIE 710197 TR
JIMMY /711987
JASMINE | [1217191
|senniFer | [ar101973 |
|Tina | 461976 |
|samES |eDGAR 9131957 |
THOMAS  |M |5/17/1988 |1

| marK |wiLuam  |s/21/1960
[mcHELE L [sr71988 |
|STEPHANIE  |CHRISTINE |71371870 |
ANGELA |CHRISTINE | 10191987 |T
| AnrTA I3 Tienses |
PRSP PR £
Source code 101" Diivers License
STEPHANIE A
BALD KNOB RD FRANKFORT KY 406019552

71041987 Regisiration date  6/24/2013 Last updated 6/25/2013
FEMALE = Pary -1
FI03 STUOHNIF103 Precinct town Schoal board
TR Trnderin

I Incomplete

01 Sgnatue mssing

Domain user name: KYFDOi\I.om.wauon SOL user name: KYFDO1\SBE-Admin

Figure 6.4
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6.3.4 PROCESSING ONLINE APPLICATIONS

To begin processing online applications simply double click the row you wish to process. This will
open a window very similar to the “Edit Voter” window.

. n
a-' Voter MIM

T
a! Daily Ap | K Edit Appication
1

Curment social security number
New social security number 077784229
éelll Record type TR Transfer in

Name: last /frst /middle /suffix  MESZAROS
Bthdate  7/10/1967
Courtycodeandname 037  FRANKLIN
Precinctcode andname  F103 ST JOHN BALD KNOB FIRE STATION - 955 FLAT da P03

Residence address 5225 BALD KNOB RD lf.} 5225 BALD KNOB
Ciy. state. zip code FRANKFORT KY 406079552 <I_-.|-_ 5225 BALD KNOB RD FRANKFORT
AA The input addrass matches the ZIP + 4 table. [f the &
8593241280 BB The input addrass matches.

=
=

labelf
Processing

ALV Incomplete reason Signature missing

o L

Acknowledgement print date 8/27/2013

Domain user name: KYFDO1\tom,watson SQL user name: KYFDO1\SBE-Admin

Figure 6.5

6.3.5 HOW TO PROCESS AN ONLINE APPLICATION
All applications must be reviewed and processed by choosing one of the following three options:

1. Approve
2. Incomplete
3. Reject

The status of the application can be determined on the “Applications list” at the status flag column
as follows:

1. N-notreviewed
2. A-approved

3. |—-incomplete
4. R-rejected
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6.3.6 APPROVAL OF APPLICATION

If all information is reviewed and found complete in the application, click the “Approve” button to
finalize the process.

6.3.7 INCOMPLETE APPLICATION

The incomplete status means that the application has been reviewed and it is missing information
or missing a signed voter registration card. The incomplete status will remain on the application
screen until the application is approved or rejected. The incomplete data will be addressed in the
yellow “error messages” box by listing the insufficient information. To make the application
incomplete, click the “Incomplete” button and choose the reason for making the application
incomplete from the drop-down list as follows:

Signature missing
Application card missing
Unable to assign precinct

S

No party affiliation

a. Attempt to contact the individual to discover party preference.

b. If unable to reach the individual after reasonable amount of time, enter party
preference as “Other”.

c. If application is received near the voter registration book closing deadline, process as
“Other”.

If an application is marked incomplete and is not updated in 60 days, the System will delete the
application. You will get a message on your daily activity report informing you that the application
was deleted.

6.3.8 REJECTION OF APPLICATION

The rejection status means that the application has been reviewed and it is missing vital
information and cannot be processed. To reject the application, click the “Reject” button and
choose the reason for rejecting the application from the drop-down list as follows:

At request of voter
Duplicate registration
Declined

HwnNe

Moved out of state
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6.4 PHYSICAL APPLICATIONS

6.4.1 WORKING WITH PHYSICAL APPLICATIONS

When an individual comes into your office to register to vote or to make a change to their voter
registration, they will sign a new registration card. To process those cards, click on Applications
and select “Physical applications.”

Ballots | Reports | ||_]Forms | Tools ~ | Default county Statewide o news |

Online applications
Physical applications

Figure 6.6

After you select “Physical Applications”, the “Physical Applications” window will appear within the
System window. You may notice that this window is identical to the “Voter Management” window
in functionality. In fact, you may enter or edit physical applications using either window.

- Voter Applicati =  Street Assi Dec i Prowisic Voters

1
8 Physical Applications

H 4 Doft} » bl | 45 Newvoter | Detach

SSN __- - VoterlD Bithdate _/_/_
S5SN Last 4 Sex None -
Last name Party None -
First name County - Ycode3:
Middle name B coded:
— Sort
o Zoor Yy

Middle name: Last name Bith date County Precinct Zip code Number

Voter data | County | Precinct | Changes | Voting history [ Absentee ballots |
Voter ID
Last name Mailing address t‘e House distnct
First name Cty / state / zip Senate district
Middle name ) _ Congressional district
Precinct town
County Cty / state / zip o
: xcodel:
B‘rthd:; Res/cell/work phane xcode2:
None - Source code xcode3:
Party Handicap assistance ] xcoded:
Last updated Conf date Reg date Inactive date RTMaidate
Figure 6.7
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‘6.4.2 CHANGING AN EXISTING VOTER’S REGISTRATION

If you are processing a change to an existing voter registration (change in name, address, and/or
party), enter the voter’s SSN in the SSN field and hit enter on your keyboard or click on Search.

Need to Know! \

=l Finding a Voter without a SSN

e |f the voter did not provide a SSN, you can search by entering any of
the voter's information from the card that you would like to use. If
you search by last name, first name, and date of birth, for example,
you likely will find the correct registrant every time.

Figure 6.8

6.4.3 SEARCHING BY SOCIAL SECURITY NUMBER

Typically, you will enter the SSN from the registration card and click on Search (the SSN will appear
on your screen but has been redacted for the purpose of this manual).

a-! Voter Registration Database

Ballots | Reports = |_]Forms | Tools ~ | Default county Statewide

=I=EE=]

Voter icati = | Street Assi Dec 7 Prowisic Voters Ab

|
a5l Physical Applications

14 4 ([0 [0 | b bl |4k Newvoter | Detach

SSN e Bithdate _/_/__

SSN Last 4 Sex None
Last name Party None <

o o

Cey Zocede Frint sereen ) Name () Addess () Zip code

First name: Middle name Last name Bith date County Precinct Zip code Number Address

Voter data | County | Precinet | Changes [ Voting history | Absentee ballots |
Voter ID .
Last name Mailing address b House distnct
Fist name City / state / 7ip Senate dstnct
ional district
Middie name . Congressional
gy Residence address l’é Supreme Cout district
Precinct town
County City / state / zip 0
) xcodel:
Birmd:; Res/cel/work phane xcodeZ:
None i Source code xcode3:
Party Handicap assistance [] xcoded.
Last updated Conf date Reg date Inactive date RTMazildate
Absentee ballot
Figure 6.9
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6.4.4 SSN SEARCH RESULTS

After you click Search, the voter’s record will appear. Select “Edit voter” to update the record.

sl Physical Applications
P 4|2 of1 | b bl |k Newvoter | Detach .
s B e e /. I T T BT
SSN Last 4 Sex None =
:m Party None - Ciy code Xeode2:
name County * School board Xeoded:
Mcepaa e Xcodel: Yooded:
Zip code Sort by
Cay ﬂ m ) MName ) Address () Zipcode
First name Middle name Last name Bith date County Precinct Zip code Number Address
» BRUCE SMITH 12/18/1352 |OHIO A105 423479613 | 185 MOUNT MORIAH CHURCH RD
Voter data | County | Precinct | Chianges [ Voting history |
Voter 1D 2612334 o
Lsstname SMITH Maling addresa y House detiict. T
Frstname DOUG Ciy / state / 2ip Senate distict 06
Midde name BRUCE Congessonal aetct.
Py Residence address 185  MOUNT MORIAH CHURCH RD W Suwome Cout dait 2
Precinct town
County OHIO 092 Cty /state /2p  HARTFORD Ky 423479619 i s
Precinct  BUFORD A105 °°"”1
Bith date  12/18/1952 Res/cel 5
Sex f sk
R
Paty Democrat Handicap assistance
Last updated 6/28/2010 Corf date 7/1/2010 Reg date 6/10/2010 hactive date
Absentee ballot

Figure 6.10
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6.4.5 EDITING AN EXISTING VOTER RECORD

After you click “Edit voter”, you will see this screen.

The green fields on the screen will display the voter’s current information. You may change the
information in any of the green fields as reflected on the new registration card, such as an address
change. Once you have visually verified your changes, click on “Save/exit” to return to the Physical
applications search page.

a-l Voter Registration Database

I|° Voter Applications ~ | Street Assi Declinatiy Provisional Voters |~ Ab Ballots | Reports  |_] Forms = Tools » ' Default county Statewide
1 sl Physical Applications o|[@]®]
1 1 of1 &b New voter | Detach
SSN| 85! Voter Add - Edit - Delete
SSN
Last Comected SSN B m
it Name: last / first / middle / suffc ~ SMITH DOUG BRUCE [ ]l
Midd
Addi Birth date 12713/1952
Cay County name and code OHIO = OHIO
—  Precinct code and name E HARTFORD [A101] . E HARTFORD &=
» Residence address 185 MOUNT MORIAH CHURCH RD =» 185 MOUNT MORIAH CHURCH RD
Residence ine 2 <= HARTFORD KY 423479619
Cty. state, zip code HARTFORD KY 423479619 AA The input address matches the ZIP + 4 table. If the indicator is AA. then DPV processing is iniated.
The input address maiches.
Res/cell/work phone OHIO COUNTY COMMUNITY CENTER - 130 E WASHINGTON ST
Mail
Click here to save any changes and return to the search page
L Sex Wale ,
Vot Party Democrat -
Precinct town code PEETRVIOS Delete reason  None i
Other codes (school board) sD1 Emor
xcodel:
xcode2:
xcode3:
xcoded:
handicap assistance W
Inactive date Corfimation sent date  7/1/2010 Last updated 6/28/2010 Registration date €/10/2010 Retumed mail date
Last updated  6/28/2010 Corf date 7/1/2010 Regdate 6/10/2010 Inactive date ATMaidate
Figure 6.11
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6.5 ADDING A NEW VOTER’S REGISTRATION

6.5.1 PROCESSING A NEW VOTER

If you are processing a voter registration card for a new voter, click on the “Applications” tab and
select “Physical applications”.

Ballots | Reports | ) Forms  Tools ~ Default county Statewide .

Online applications

Physical applications

Figure 6.12

6.5.2 PHYSICAL APPLICATIONS RESULT

After you select “Physical applications”, you will see this screen. To add a new voter record, click
on “New voter”.

a5 Voter Registration Databas:

© Voter ications ~ | Street Assi Declinations ~ Provisional Voters | Ab Ballots | Reports  |_] Forms | Tools * | Default county Statewide
85 Physical Applications E]@
Pl 4 o |efo| b M | 4 Newvoter | Detach .
35N [ - ElEE
SSN Last 4
e Xeode2:
i County *  School board Xeoded:
SEEITD Precinct Xeode : Xeoded:
Gty m ) Name () Addess () Zpcode

First name: Middle name Last name Bith date County Precinct Zip code MNumber Address

Voter data | County | Precinct | Changes | Vioting history | Absentee ballots |
Voter ID
Last name Mailing address % House district
First name: City / state / zip Senate district
Middle name . Congressional district
Precinct town
County Cty / state / zip
xcodel:
&'Lhd:; el N
None = Source code xcode3:
Party Handicap assistance [ xcoded:
Last updated Conf date Reg date Inactive date
Absentee ballot

Domain user name: KYFDO1\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 6.13
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6.5.3 WORKING WITH THE NEW VOTER WINDOW

Enter all of the new voter’s information into the green fields. Once you have filled in all of the
registration information, you have the option to compare the address you have entered against
the national 911 address file.

Voters | Absentee Ballots | Reports ||_] Forms | Tooks = Default county Statewide - [

of0 | b bl | 4k Newvoter | Detach

Voter Add - Edit - Delets

/31/2013 6:43 PM /3172013 6:43 PM

Absentee ballot

Domain user name: KYFDO1\tom.watson SQL user name: KYFDOI\SBE-Admin

Figure 6.14

6.5.4 COMPARING ADDRESSES TO 911 REGISTRY

To run the comparison, click on the orange arrow that corresponds with Residence address or Mail
address. The orange fields will populate with suggested address information.

Cancel / exit

Figure 6.15
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6.5.5 ACCEPTING THE 911 ADDRESS

If you click on the green arrow the data will be replaced with data from the orange fields. If you do
not want to change the information in the green fields simply ignore the suggestion.

Figure 6.16

6.5.6 SUGGESTED PRECINCT AND SAVING CHANGED ADDRESSES

Depending on the completeness of your county’s street tables, you may see a suggested precinct
in the “Precinct code and name” field. Click on the green arrow on the right side to accept the
suggested precinct, or simply ignore the suggested precinct.

Once you are ready to save the information in the green fields, click “Save/exit” to return to the
Physical application screen.

While you are entering data, if for some reason you want to delete what you have started, click
“Cancel/exit” button to delete the data and return to the Physical application screen.

pdated 7/31/2013 8:08 PM | Regisiral ale 7/31/2013 8:08 PM | Retu

Figure 6.17
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7 STREET ASSIGNMENTS

In order for the voter registration system to automatically assign precincts, the street assignment
table (street names and range of house numbers) MUST match the 911 national address file as
suggested in the orange field.

All street table assignments from the mainframe voter registration database will be transferred to
this voter registration system. If your county has no street table assignments in the mainframe
voter registration database, you should begin assigning addresses in this registration system.

7.1 THE STREET ASSIGNMENTS WINDOW

7.1.1 WORKING WITH STREET ASSIGNMENTS

Click on “Street Assignments” at the top of the main System window to get started updating your
street assignment table.

P 5 I —
o v e oo 1 e
I Voter M. g Applicati > |5tr¢5t‘ ssignmer | Declinati Provisional Voters = Ab Ballots Reports | || Forms | Tools ~ Default county Statewide Z
|- ==l
I { |jo of0 | ¥ bl | 4F Addnew address X Delete address Ml Save changes = Select county EETNES + | Detach
City m. \‘.|=ar -m-
Street Type Direction
Precinct

Begining range Ending range Qualfier City Street type Direction

citycode:

7 Record ID
List voters

Domain user name: KVFDﬂi\lom.walson SQL user name: KYFDO1'\SBE-Admin

Figure 7.1
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7.2 SEARCH EXISTING ADDRESSES

Before you begin adding addresses and editing or deleting existing addresses, you should search
your county’s existing addresses to see what updates, if any, are needed.

A narrowed search can be seen below. Immediately you know that there are 1,124 streets and
house ranges within the selected county because you can see the number of records the search
returned by looking in the upper left corner.

.l Voter Registration Database

il Voters  Ab Ballots | Reports | |Forms Tools ~ Default county Statewide

1 of 1124 b Pl < Add new address X Delete address Il Save changes  Select county FRANKLIN

City
— - [ search |
Precinct

Direction "
Click here to select a county

Precinct Direction
AT ADERLY 1006 1145
AN BIG EDDY 200 507

Street address Begining range: Ending range Qualffier Cty Street type

FRANKFORT |LN
FRANKFORT |RD

AlD1
AID1
A101
AlD1

BOONE ESTATES |25
CEDARCREEK  |2000
CEDARBROOK 302
CRYSTAL CREEK | 2100

County

27
2000
308

037

Type

FRANKFORT |RD
FRANKFORT | DR
FRANKFORT |CT
FRANKFORT |DR

Record ID 107443

List voters

End

Domain user name: KYFDO1\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 7.2
7.3 VIEWING OR PRINTING ALL PRECINCTS IN A COUNTY

If you choose to view or print a complete listing of the addresses for ALL precincts in your county,
you click the “Print” button.

o (= @](=]
1 of 1124 | b Pl | 57 Add new address X Delete address Il Save changes | Select county FRANKLIN ~ | Detach
Gity E= | Clear |
Street Type Direction
Precinct

Begining range

=494 Click here to View or Print all Precincts

A0 ADERLY 1006 1145 ALL FRANKFORT |LN

A0 BIG EDDY 200 507 ALL FRANKFORT |RD

Al BOONE ESTATES |25 275 ALL FRANKFORT | RD
Figure 7.3
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7.3.1 PRECINCT PRINT LIST RESULTS

Your “Print” results will appear in an external window that has the same control options as we’ve
already seen in both “Report” and “Print Screen”.

The list will include your precinct code, street name, street designation (lane LN, road RD, drive
DR, court CT, street ST, avenue AVE, boulevard BLVD, or circle CIR), directional indicator (north N,
south S, east E, west W, northeast NE, southwest SW, etc), beginning and ending range of house
numbers (1006 to 1145), and qualifier (indicates ALL, EVEN, ODD, or ONLY for a single house).

EMail EMail Address Subject
619-® @ @Pagel of210@@-0- DHDB [e]A N
_...1.......2.......3.......4.......5.......5.......7.......
- I -
- _Precinct _Street Des Dir __Begin ran nd ran: | -
- A1 ADERLY LN 1006 1145 ALL
- A1 BIG EDDY RD 200 507 ALL
- A1 BOONE ESTATES RD 25 275 ALL
: A1 CEDAR CREEK DR 2000 2000 ONLY
- Al CEDARBROOK cT 302 309 ALL
=l - AT CRYSTAL CREEK DR 2100 2140 ALL
; Al DEVANE LN 1002 174 ALL
~ AT DRFTWOOD LN 100 120 ALL
' Al ERIN WAY 165 625 ALL
. A1 GLENBROOK cT 205 210 ALL
- Al HAMPSTEAD LN 2007 2051 ALL
' A1 HANKS LN 18 409 ALL
- Al HEARTWOOD LN 100 110 ALL
- Al HIGHVIEW DR 1092 1110 ALL
. Al HILLTOP MDWS 1 99999 ALL
- AT JOHNSON DR 105 1 ALL
- A1 JOHNSON RD 701 1141 ALL
- A1 JOHNSON HEIGHTS DR 105 105 ONLY
e AlM TzEONTUCKY HIGHWAY 1960 1970 ALL
- Al LEATHERWOOD LN 100 220 ALL
: AT MILLS LN 8 2482 EVEN
. A1 NINE VAH RD 428 2918 ALL
- A1 OLD LAWRENCEBURG RD 1051 175 0DD
ey A1 OLD LAWRENCEBURG RD 1248 2020 ALL
- Al RICHLIEV LN 1100 1200 ALL
- AT RIVER VALLEY RD 100 282 ALL
Z Al SANDLEWOOD LN 100 220 ALL
- A1 SHALLOWBROOK cT 105 110 ALL
. Al SILVER CREEK DR 1000 1033 ALL
= Al STONEY CIR 928 928 ONLY
- AT STONEY CRK 940 958 ALL
. Al STONEY CREEK DR 900 979 ALL
- AT SUGARWOOD LN 100 110 ALL
AT TAMWORTH LN 1002 1108 ALL
. Al TEAKWOOD LN 100 115 ALL
- A1 TRAKWOOD LN 100 120 ALL
; A1 TRAVIS CIR 121 193 ALL
- AT TYBURN LN 1002 1051 ALL
- A1 US HIGHWAY 127 2144 5276 EVEN
. Al WASH RD 9% 1114 EVEN
N Al02 AP VOLGER ST 60 80 ALL
. Al02 BARLEY DR 400 414 ALL
- Al02 BLADE AVE 620 665 ALL
- Al02 BLUEGRASS cT 100 104 ALL
. Al02 BLUEGRASS AVE 700 121 ALL
. Al02 CLIFFSIDE DR 1203 1228 ALL
=4 Al02 CLOVER DR 621 721 ALL
- Al02 COLLINS LN 1100 1200 ALL
. Al02 DALE AVE 1204 1224 ALL
Z A102 HIGHPOINT cT 304 N7 ALL
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7.4 SEARCHING FOR ALL VOTERS IN A PRECINCT

As you scroll through the list of streets in each precinct, the blue highlight follows to identify each
street. The red “list voters” button provides a list of all voters within the selected precinct.

o
M 43 of1124 | b b
Gity
Street
Precinct

Precinct Street address
|ADERLY
BIG EDDY

[at01

|A101

<7 Add new address X Delete address sl Save changes | Select county FRANKLIN

Qualfier Cty Street type Direction
[FRANKFORT | LN
FRANKFORT | RD
FRANKFORT RD

(=lfe]r=]

Detach

-

| BOONE ESTATES

Street  BIG EDDY
Range: Beginning 200
Gity FRANKFORT

Figure 7.5

List voters

7.4.1 LIST VOTERS SEARCH RESULTS

The search reveals all 66 voters on Big Eddy Rd, in precinct code A101, in Franklin County.

62 Voter registration explorer
UREE of66 | b M

Voter master search
55N | - -

4 New voter

Voter ID

Detach

(B8 Bl &

Birth date R

City code
SRR et Oher code
L‘_’Sl noae Eary i Xcode:
;;'dsdl:::eme County ~ FRANKLIN - Xcode2:
) Xcode3:
Address BIG EDDY RD e P
City Zip code Sort by
Handicap Assistance: Show inactive D ,:‘ NS ‘:_:, Addroes ‘:'Zt.p coda
First name r;ﬂdée Last name 5‘:-:2 County Precinct Number Address ‘é
DANA C ANGLIN 9/3/1945 FRANKLIN |A101 245 BIG EDDY RD
PEGGY JUNE BRADY 6/2/1953 FRANKLIN |A101 209 BIG EDDY RD
VIRGINIA w BRENNAMAN |5/4/1949 FRANKLIN |A101 503 BIG EDDY RD
TERESA T BRIGHT 211471957  FRANKLIN |A101 267 BIG EDDY RD
o
AT L IARA =] CADDKMED 111/1Q88 EDAMKL IN | AIOT 208 Bl ENNDY DN

Voter data |(‘,mmty | Pleclncil Changes I Voting history

SSN  400-62-5123
ANGLIN
DANA

c

Last name
First name
Middle name
Suffix
County

Birth date

FRANKLIN
9/3/1945
Sex

Party
Source code

M
Democrat
Conversion

Last updated 4/16/1992

Voter ID 966711 House district 057
Mailing address 245 BIG EDDY RD Senate district 07
City / state / zip FRANKFORT KY 406018964 Congressional district 6
Residence address 245 BIG EDDY RD LY Supreme Court district
Town code
37 City / state /zip FRANKFORT KY 406018964 Other codes
Kcodel
Res/celliwork phone Xcode2
Precinct  A101 FARMDAIL E Xeode3
D Handicap assistance O Xcoded
CNV Reason code
Confdate n/a Reg date 4/2/1973 Inactive date  nfa RTMaildate nfa

Absentee ballot Edit voter

Figure 7.6
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7.5 SEARCH SINGLE ADDRESS

After searching on a single county, you can further narrow your search to a single street or road by
using the “Street” field and clicking the “Search” button. You can also search on “precinct code”.

BIG EDDY
BOONE ESTATES
CEDAR CREEK
CEDARBROOK
CRYSTAL CREEK

Figure 7.7

7.5.1 STREET SEARCH RESULTS

The results will include all records containing the street name you searched for.

M 42 ofl | b bl | <k Add new address X Delete address lal Save ch,

Precinct Street address Begining range Ending range Qualfier City
109 WN 100 149 ALL FRANKFORT DR

Figure 7.8
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7.5.2 PERFORMING MULTIPLE SEARCHES

When you are ready for the next search click “clear” and the search white fields will go blank for
your next entry, while the green results fields remain populated from the previous search.

Figure 7.9

7.6 ADD STREET AND RANGE OF HOUSE NUMBERS

If your county has no existing street table or you determine a street is not in your existing street
table, it is time to add the street and range of house numbers to the street table.

7.6.1 ADDING A NEW STREET TO THE STREET TABLE

In the “Street Assignments” window, click on the “Add new address” button.

M 4 125 of1125 | b bl |4 Addnew address| X Delete address Ml Save changes | Select county FRANKUN v

Print

Figure 7.10
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7.6.2 ENTERING THE NEW STREET DATA

You begin entering the NEW street data into the green fields and when finished, click “Save
changes” to save the street in the street table.

P4 1 of 1125 | » | | 47 Add new address X Delete address Il Save changes = Select county FRANKLUN

Search Print

TAYLOR BRANCH
VICKY
HARRISONVILLE
BROWNS : 1
SMITH
SMITH

Figure 7.11

7.6.3 SAVE CHANGES RESULT

Now you can see your new street record has been added to the list.

Print

VICKY
HARRISONVILLE
BROWNS

Frankfort

Figure 7.12
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8 DECLINATIONS

8.1 WORKING WITH DECLINATIONS

‘8.1.1 WHAT ARE DECLINATONS?

All individuals declining to make application to register to vote from

1. Driver’s License (101 control number/source code ); or
2. Kentucky Cabinet for Health and Family Services through
a. Medicaid (304 control number/source code); and
b. Kentucky Transitional Assistance Program (K-TAP) (314 control number/source code);
and
c. Supplemental Nutrition Assistance Program (SNAP) formerly Food Stamps (324 control
number/source code )

must sign a Declination statement and that individual’s name, SSN, birth date, county, date of
declination, and control number/source code will be electronically sent to the county clerk by way
of this System.

8.1.2 DECLINATIONS FROM DRIVER’S LICENSE

The circuit clerk must provide the county clerk with all Declinations through Driver’s License,
bearing control number/source code 101, as follows:

1. Electronically by way of this System; and
2. Hard copy of Declination statement signed by the individual declining to register to vote.

8.1.3 DECLINATIONS FROM KY CABINET FOR HEALTH AND FAMILY SERVICES

The Kentucky Cabinet for Health and Family Services must provide the county clerk with all
Declinations received through Medicaid-304 control number/source code, Kentucky Transitional
Assistance Program (K-TAP)-314 control number/source code, and Supplemental Nutrition
Assistance Program (SNAP)-324 control number/source code as follows:

1. Electronically by way of this System, with the signed hard copy of the Declination
statement being retained by the agency.
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8.2 THE DECLINATION WINDOW

Click on the “Declinations” button at the top of the VRS main window.

Ballots | Reports | ] Forms | Tools » | Default county Statewide -

’ | Select Declinations

Figure 8.1

8.2.1 SEARCHING FOR DECLINATIONS BY COUNTY

Searching for declinations by county is as simple as selecting the county and clicking on the
“Search” button. Results will be returned in the gray area.

o4l Voter Registration Database

Voter M.

Declinations searc
SSN

JGMO71774  MOORE JASON - 7Ngi4 27771996

Name: last. first, middle. suffc MOORE
Bith date  7/17/1974
County code 001 ADAIR
Residertial address

Domain user name: KYFDO1\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 8.2
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9 PROVISIONAL VOTERS

9.1 MANAGING PROVISIONAL VOTERS

Provisional ballots were created in the Help America Vote Act of 2002 to ensure all voters have the
opportunity to cast a ballot. A provisional ballot is a ballot cast in an election for federal offices by
an individual who resides in the precinct or who confirms by affidavit (sworn statement) that
he/she lives in the precinct, but whose eligibility to vote is in question or is not determinable on
Election Day. Provisional ballots protect the rights of any potential voter.

A provisional ballot will only include candidates seeking federal offices such as President, Vice
President, United States Senator and United States Representative and will be used only in
Primary, General or Special elections in which candidates are seeking a federal office.

After all provisional ballots are returned to the county clerk’s office at the end of Election Day for
the county board of elections to determine if each individual is eligible to vote in the election, and
if eligible, the provisional ballot will be counted.

9.1.1 REPORTING NOT COUNTED PROVISION BALLOTS

After the county board of elections has completed its investigation of each provisional ballot and
marked the face of the provisional ballot outer envelope appropriately to its findings, the county
clerk must photocopy the face of each outer envelope for future access to convey to the voter
whether or not the provisional ballot was counted, and if not counted, the reason why, and
immediately enter the information in this System.

9.1.2 THE PROVISIONAL VOTERS WINDOW

4 Voter Registration Database

Voter M. Applications ~ = Street Assi Declinatit Provisic

i
||
: a2 Manage Provisional Voters
|

{ o of0 | b b Add provisional voter Remove provis Towme

o e oy — =
First name County - Sort by

figr ©) SN Address
Last name

Figure 9.1
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10 ABSENTEE BALLOTS

10.1 MANAGING ABSENTEE BALLOT APPLICATIONS

|10.1.1 WORKING WITH ABSENTEE BALLOT S

All individuals eligible to vote absentee must request and complete an application for absentee
voting and return the completed application to the county clerk. The following application forms
will be populated when you identify the registered voter in this System requesting the application:

1. Mail-In Absentee Ballot Application SBE 44A, and
2. Voting Machine Absentee Ballot Application SBE 44B; and
3. Medical Emergency Application for an Absentee Ballot SBE 45

| 10.1.2 THE ABSENTEE BALLOTS WINDOW

Edit ballot

Domain user name: KYFDO1\tom.watson SQL user name: KYFDO1\SBE-Admin

Figure 10.1
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10.1.3 WHO IS ELIGIBLE FOR MAIL-IN ABSENTEE BALLOT?

Individuals are eligible for a mail-in absentee ballot for the following reasons:

Age, disability, or illness; and

Military personnel, their dependents, and overseas citizens; and

Military personnel confined to a military base on Election Day; and

Students who temporarily reside outside of the county; and

Temporarily residing outside KY, but eligible to vote in KY, including vacationers; and
Incarcerated, but not yet been convicted of the crime; and

Residence moved to different state while registration books are closed in new state for
President/Vice President only and General Election only; and

8. Employment requires voter to be absent from the county all hours and days absentee
voting by machine is conducted.

NouswNeE

10.1.4 WHO IS ELIGIBLE FOR WALK-IN ABSENTEE BALLOT?

Individuals are eligible for a walk-in absentee ballot for the following reasons:
1. If medical emergency occurs within fourteen (14) days of the election; and

2. Spouse of person with medical emergency

10.1.5 WHO IS ELIGIBLE TO VOTE MACHINE ABSENTEE?

Individuals are eligible to vote machine absentee for the following reasons:

1. Absent from county on Election Day; and

2. Military personnel, their dependents, and overseas citizens; and

3. Military personnel confined to base who learn within seven days or less of an election; and

4. Students and residents who temporarily reside outside of the county; and

5. Surgery scheduled that will require hospitalization on Election Day, and voter’s spouse; and

6. Changes residence to a different state while registration books are closed in new state for
President/Vice President only and General election only; and

7. Woman in her last trimester of pregnancy; and

8. Election officials

a. Precinct election officer appointed to serve in precinct other than his own; and
b. Alternate precinct election officer; and

c. County board of elections members, staff, and deputy county clerk; and

d. State Board of Elections staff.
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11 REPORTS

13 TOOLS

14 GENERAL INFORMATION

14.1 VOTER REGISTRATION SYSTEM HISTORY

14.1.1 ORIGINAL IMPLEMENTATION

In 1973, Kentucky implemented a centralized statewide voter registration system. Kentucky was
the fourth state to implement a centralized statewide voter registration system, with South
Carolina being first in 1967, Delaware being second in 1968, and Alaska being third in 1970. The
Kentucky General Assembly passed legislation in 1972 for the implementation of the centralized
statewide voter registration system with a completion deadline of September 1973. The 1972
legislation required all Kentucky voter registrants to re-register to vote in order to assure that the
centralized system began operation with a clean voter registration database. The county clerks
registered voters, mailed copies of the voter registration cards to the State Board of Elections for
data entry into the statewide voter registration system, and then county clerks would receive
activity reports from the State Board of Elections of the entries. Kentucky's statewide centralized
system cost $1,102,498 to implement.

14.1.2 FIRST SYSTEM UPGRADE

In 1986, Kentucky enhanced the centralized voter registration system to provide a faster and more
efficient process for registering voters. The State Board of Elections was able to utilize existing
hardware and communications infrastructure provided by another Kentucky state agency to
develop an instantaneous mainframe statewide voter registration system in order for each county
clerk to take charge of the data entry for that county. The 1986 enhancement of the centralized
voter registration system did not require legislation. The enhancement of the centralized voter
registration system began in the summer of 1985 and was implemented in August 1986. The
enhancement of the centralized voter registration system cost $796,899 to implement.
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14.1.3 INTRODUCTION OF NVRA

In 1995, the statewide voter registration database was completely overhauled to comply with the
National Voter Registration Act of 1993 (Motor Voter) and the State Board of Elections' desire to
add enhancement features to the existing statewide voter registration system. The Kentucky
General Assembly passed legislation in April 1994, with full implementation deadline of January 1,
1995.

The mainframe statewide voter registration database included the following information for each
registrant: Social Security Number [if provided by registrant and if not provided by registrant, the
system assigns a number], name, residential address, mailing address, telephone number, voting
precinct, voting precinct location, voting district information, party affiliation, date of birth, date of
registration, date of last update, inactive date (if needed), and a five-year voting history that
demonstrates if the person voted in the primary and general elections of those five years.

The Kentucky statewide voter registration system provided a consistent and standardized means
of establishing and maintaining voter registration records, preparing voter data lists and providing
registration and election statistics. The features and simplicity of the mainframe-based voter
registration system allowed all 120 Kentucky counties to benefit equally regardless of size. The
voter registration records for each county reflect the actual number of registrants because the
statewide voter registration system would not allow more than one voter registration record to
exist per Social Security Number. Since the early 1970s Kentucky has utilized the full Social
Security Number. Registrants who moved to a new county within Kentucky and re-registered in
that new county were automatically removed from the voter registration database of the county
they left. The statewide voter registration system provided each county clerk with daily activity
reports detailing the changes to registrants' records and voter registration statistics by precinct
prior to each election. The statewide voter registration system provided voter turnout statistics,
by precinct, after each election. The State Board of Elections utilized the information contained on
the database to produce Election Day precinct rosters for all precincts within the Commonwealth
of Kentucky. The statewide voter registration database also allowed the management of list
maintenance activities at the state level as opposed to the county level.

A direct real-time link interfaced the statewide voter registration database with the Division of
Driver's License database and a night-batch link with the Social Service agencies' database. The
State Board of Elections printed Acknowledgement Cards for the county clerks to mail to each
voter who registered to vote or changed his/her residential address that affected the voting
precinct location. An online declination screen allowed county clerks to access a listing of all
individuals who decline the right to register to vote at the Division of Driver's License or Social
Service agencies. A voter registration purge inquiry screen provided a listing of the date, reason,
and identification number of the person who purged the registrant. A master street screen
function listed all registered voters on a given street by house number order to aid in assigning the
correct voting precinct. A precinct notification function allowed a county to request the State
Board of Election to produce a postcard for the county clerk to mail to alert voters in a given
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precinct of their new voting location. An enhanced Election Night Tally System was used by
counties to enter their election results and published on the State Board of Elections’” website. The
1995 system cost was $1,160,926 to implement.

14.2 KENTUCKY’S 2013 VOTER REGISTRATION SYSTEM SUMMARY

14.2.1 THE NEW VRS

In 2013, Secretary of State Alison Lundergan Grimes, along with the State Board of Elections,
initiated an in-house project to modernize Kentucky’s voter registration database and user
interface. The project team developed a Voter Registration System. The Voter Registration System
is a Microsoft Windows client-server application, consisting of a Windows desktop client which
communicates through a web service to a Microsoft SQL Server database. The system was built
using the .NET 4.0 frame work. Moving the platform from IMS and DB2 on the mainframe to SQL
server and Windows client application greatly reduces both the time and the cost of maintaining
and enhancing the Voter Registration System.

With the 2013 Voter Registration System, the State Board of Elections enhanced the overall
usability of the system. The 2013 Voter Registration System lets users perform partial name
searches, address searches, date-of-birth searches, and much more. In addition, the State Board of
Elections added new features to the system, including online absentee ballot application,
provisional ballot application, precinct election officer management, printable forms, the ability to
print additional reports, and polling place accessibility survey search.

The Voter Registration System provides a real-time link interface to the Division of Drivers’ License
and maintains night-batch links with social service agencies.

Either the State Board of Elections or the county clerks will print acknowledgement cards for the
county clerks to mail to voters who register to vote or make a change to their residential address
that affects their polling location.

The Voter Registration System includes a declination page with multiple search features. A
declination page allows county clerks to access individuals who have declined to register to vote at
the Division of Drivers’ License and social service agencies.

County clerks will continue to upload their election night results to Election Night Reporting, the
software system licensed by the State Board of Elections to display election results online.

The total project cost TBD.
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