Cancellation Countdown Started Function

This function allows clerks to enter the date upon which a Cancellation Notice was mailed to a voter that they
have reason to believe no longer resides in their jurisdiction. The QVF calculates the date upon which the
record may be cancelled. After the passing of two November General elections, held in the even numbered
years, the voter record would automatically be cancelled from the QVF unless the voter first verifies their
address by voting in an election, or updating their registration. The new Cancellation Countdown Started

field can be seen below.

NOTIFICATION POSTCARD SIZING:

The Cancellation Notice is designed to fit on a double-fold postcard, that when folded in half is not larger than
4.25 x 6. The double fold design allows you to save postage by taking advantage of the postcard postage rate.

SELECTING A VOTER RECORD:
Click on FILE.
Select VOTER SEARCH BY ...

(Search for a voter, then enter the voter’s registration screen as shown below)
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TO ACTIVATE THE COUNTDOWN FOR A VOTER WHO HAS ALREADY BEEN SENT A NOTICE:
Click in the CANCELLATION COUNTDOWN STARTED field.

Enter the date the Cancellation Notice was sent.

Click SAVE.

Click NO when you are prompted with the NVRA confirm dialog box.




TO ACTIVATE THE COUNTDOWN FOR A VOTER WHO WILL BE SENT A NOTICE TODAY:
e Click on the printer icon located to the right of the CANCELLATION COUNTDOWN STARTED field.

e (The following dialog box will appear)
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e Select from OUTPUT, the function that you want to perform.

0 Selecting the “Set cancellation countdown only” will enter today’s date into the
CANCELLATION COUNTDOWN STARTED field without printing a notice or label.

0 Selecting “Set cancellation countdown and print label” will enter today’s date into the
CANCELLATION COUNTDOWN STARTED field and generate a voter label for a vendor
printed notice.

0 Selecting “Set cancellation countdown and generate QVF printed postcard notice” will enter
today’s date into the CANCELLATION COUNTDOWN STARTED field and generate a notice
from the QVF.

0 Selecting “Set cancellation countdown and generate QVF pre-printed postcard notice” will enter
today’s date into the CANCELLATION COUNTDOWN STARTED field and allow you to print
the voter and clerk information on a postcard provided to you by a vendor.

e Select from PRINT OPTIONS:

o “Print Now” to generate the selected postcard immediately on your local printer.

o “Print Later” to batch the selected postcard to your Local Report Queue (Reports-> Local Report
Queue)

e Click PREVIEW to verify that the correct information will be printed.
e Click CLOSE to exit PREVIEW
e Click OK to generate the notice.



PRE-PRINTING CANCELLATION NOTICE BACK-SIDE:

The new Cancellation Countdown Started function requires that clerks prepare the back-side of the notices
prior to generating individual voter notices. The Pre-Print Back-Sides module currently generates backsides for
various notices, AV applications and ID cards. The module can be accessed through the following steps:

e Click on REPORTS from the menu bar.
e Select PRE-PRINT BACK SIDES.
e (The following screen will appear)
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Select you County and Jurisdiction form the appropriate drop-down box.

Select CANCELLATION NOTICE

Select the Print Preview icon (circled in the in the upper left of the above screen)
(the screen below will appear)
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HOTICE OF CAHCELLATIOH
The woter registration ywou curre ntly hold inthe city or township listed onthe reverse of this card may be cancelled
aswe hawe been advized thatyou no longer reside inthe jurisdiction.

I wou hawe permanently mowved to an address outside of this jurisdiction - Detach, complete and return the
attached postage paid reply card to confirm your address as soon as possible. (See below for infommation on how
and where a person may register to wote or upd ate his or her woter registration due to a change of address or
name.] Pleass nofe thafin arder fo vefe, you must regisfer with fthe clerk of fhe jurisdicfion where you mow
reside,

I wou hawe not perrmanently mowed to an address outside of this jurisdiction and you wishtoremsin
registered - Detach, complete, and return the postage paid reply card below to correct our infomation no later
than the 20" day before the next eledion.

F this card is not returned by the 20™ day before the nest election, yvou may be asked to confirm yaur

address at the polls on Election Dray. K thiscardis not returned, and wou do not wote by the second federal
alection follawing this natice, wour voter registration will be cancalled.

Infarmation on registering to wote snd changing your sddress or name - Eligible persons may register ta
wote, change their woter registration address ar change their name in any of the following ways:

In Person — At ywour county, ity or towunship dedds office; at any of the Secretany of State Branch offices located
throughout the state; at designated agences administered underthe Family Independence Agency, the
Lepartment of Community Health, and the Depatment of Labor and Economic Growth; or at militany recruitment
offices.

By M=il — By submiting a mail-in woter registration application to your county, city ar township ded.

Frge 1061
e Click the Print icon
e (the dialog box shown below will display)
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e Enter the number of copies into the COPIES combo-box.
e Click OK.

To deactivate the countdown, click into the CANCELLATION COUNTDOWN STARTED field; remove the date,
then click SAVE. The countdown will automatically be cancelled if the voter participates in an election.
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