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INTRODUCTION 
 

This document will provide two-fold guidance to help you maintain voter rolls as 
required by federal and state law.  The first portion will provide the legal framework to 
help you understand your obligation.  Statutory references have not been included in the 
body of this document, in order to make it more readable for the layperson.  The actual 
texts of the relevant laws in force at the time of writing are attached as appendices.  The 
second portion will explain the practical step-by-step approach that will allow you to 
properly maintain voter rolls through the Statewide Elections Management System 
(SEMS).  Many of the legal requirements will reference activity in SEMS, and you 
should refer to the appropriate section in the second portion to implement the 
requirements of the first. 

This guide to voter roll maintenance is an accurate document at the time of 
publication.  Amendments to relevant laws or changes in the functionality or use of any 
computerized voter roll maintenance system may affect the authoritativeness of this 
document.  This document supersedes any draft versions distributed prior to this 
publication. 
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SECTION 1 - GUIDELINES FOR VOTER ROLL MAINTENANCE  
 
 
1.1 What is voter roll maintenance? 

Voter roll maintenance is the process of purging ineligible individuals from the 
voter rolls, amending inaccurate records, or adding names of voters who have become 
eligible to vote and have properly registered to vote.  Amending inaccurate records 
includes changing a voter’s name after marriage, updating new address information, or 
assigning new polling locations after a new districting plan has been enacted.  A properly 
maintained voter roll contains all of the names of eligible voters who have registered to 
vote in your county together with their correct address information, and it does not 
contain the name of any voter who is ineligible to vote in your county.   
 
1.2 What is purging? 

Purging voter rolls is the process of removing the names of ineligible voters from 
voter rolls.  Purging is a part of a larger process of voter roll maintenance.  The process of 
voter roll maintenance is commonly called “purging,” but voter roll maintenance involves 
more than just removing names.  Purging, and all voter roll maintenance, is a continuous 
process; it is not a project that ends.   
 
1.3 What is the responsibility of election commissioners concerning voter roll 
maintenance? 
 Election commissioners are required to meet on a regular basis at the circuit 
clerk’s office to maintain voter rolls.  Commissioners should use all legitimate sources of 
information to maintain voter rolls.  They act as a group, through their minutes, which 
should be filed with the circuit clerk of the county.  No individual commissioner may act 
on his own initiative to effect a change in the voting status of any voter.  However, 
individual commissioners may act to fulfill ministerial tasks associated with voter roll 
maintenance.  Furthermore, the entire commission is responsible for the maintenance of 
the entire voter roll in a county.  The duty of an election commissioner to act does not 
end at the boundaries of his own district.  
 Election commissions are required to meet on the first Tuesday after the second 
Monday in January of every year, on the first Tuesday the month before the first primary 
election for congressmen, on the first Monday the month before the primary election for 
state-wide offices, and on the second Monday of September in years in which there is not 
a regularly scheduled general election in November. Commissions may meet more often 
than this schedule; however, it is important to remember that meetings must occur 
according to the Open Meetings Act of the State of Mississippi. 
 Election commissions are also responsible for hearing and resolving disputes 
concerning the denial of voter registration by a circuit clerk.  If the dispute is resolved in 
favor of the applicant, the individual is placed on the voter rolls by the election 
commission.  This is the only time that the election commission may place a name onto a 
voter roll. 
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1.4 What is the responsibility of a circuit clerk concerning voter roll 
maintenance? 
 A circuit clerk is the registrar of voters in his county.  He enters the names of 
voters onto the voter rolls when those voters properly complete a voter registration 
application and deliver it appropriately through the mail or in person.  

A circuit clerk is required to attend the regularly scheduled meetings of the 
election commission.  A circuit clerk is also required to furnish registration books and 
pollbooks to the commissioners to fulfill their responsibilities.  Now that the voter rolls 
are maintained in a centralized database, this means that the clerk must provide election 
commissioners with all necessary passwords and access rights to accomplish their 
statutory duties.   

A circuit clerk must also give all assistance that he is capable of giving to the 
election commissioners to assist them in the revision of voter rolls.  A circuit clerk keeps 
copies of the minutes of the meetings of the county election commissioners.  Those 
minutes are prepared by the election commission when official action has been taken. 
 A circuit clerk is also responsible for maintaining a roll of individuals convicted 
of disenfranchising crimes in his jurisdiction and may remove an individual from the 
voter rolls if that individual has been convicted of a disenfranchising crime in his county. 

 
1.5 What are the various voter registration statuses? 

ACTIVE STATUS-A voter in active status may vote a regular ballot at every 
election.  The name of all active voters will appear on a pollbook printed from the 
Statewide Election Management System (SEMS).  A voter in active status will remain in 
active status indefinitely and until action is taken by the appropriate election commission. 

INACTIVE STATUS-A voter in inactive status may vote only by affidavit ballot 
and that ballot should be counted if the voter affirms that he remains living at the same 
address or an address in the same precinct.  The name of an inactive voter will not appear 
on a pollbook printed from SEMS.  A voter in inactive status may be restored to active 
status by voting or by appearing to vote in an election. 

PURGED STATUS-A voter in purged status may vote by affidavit ballot but that 
ballot should not be counted because the voter was not properly registered to vote.  The 
name of a purged voter will not appear on a pollbook printed from SEMS.  A voter that 
has been properly purged may not be restored to active status   However, he may resume 
voting after properly re-registering to vote. 

PENDING STATUS – An application which is not signed or is missing required 
identification information may be held in a pending status while the voter is contacted for 
additional information.  This status treats the voter as inactive and his name will not 
appear on the pollbook.  Individuals may remain in pending status for twenty-five days 
and must then be rejected or made active, depending on the outcome of the investigation 
of the registrar. 

 
1.6 What are the acceptable reasons for purging a voter from the rolls? 
 Voters can be removed from the voter rolls for five reasons: 

1.   A voter may ask to be removed from the voter rolls.   
2. A voter may be convicted of a disenfranchising crime in the State of 
 Mississippi.   
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3. A voter declared incompetent by a court should be removed from the voter 
rolls.   

4. When a voter dies, he or she should be taken off the voter rolls. 
5. If a voter “removes” himself from the county, or moves outside the territorial 

limits of the voting jurisdiction, he should be stricken from the rolls. 
 
Voters may not be removed from the voter rolls based solely on having not voted. 

 
1.7 What is the process for purging a voter from the rolls? 
 

1.7.1 Voter-initiated request 
If a voter unequivocally requests to be removed from the voter rolls, 

nothing further is necessary to be allowed to remove that individual from the 
rolls.  This request must be in writing, signed by the voter.  You may even 
create forms that could be distributed to your circuit clerk or other officials for 
use in this process.  

Once a commission has received an unequivocal request to be removed, a 
motion should be made at a regular meeting to place that individual in 
“purged” status.  Upon a proper second and an affirmative vote of a majority 
of a quorum, the voter should be placed in “purged” status.  At that point, the 
purging process is complete for that individual, and a new voter registration 
must be completed by the individual in order for him to be restored to the 
voter rolls. 

NVRA places no restrictions on when a voter may be removed from the 
voter rolls based on a voter initiated request. 

 
1.7.2 Conviction of disenfranchising crimes 

If a voter is convicted of a disenfranchising crime, he must be removed 
from the voter rolls.  It is important to know that not every crime 
disenfranchises a voter.  There are ten constitutionally-disenfranchising 
crimes.  The Attorney General has opined that this list includes a total of 
twenty-one crimes recognized in Mississippi.  A voter is disenfranchised only 
for convictions of crimes against the laws of the State of Mississippi.  
Convictions in another state or in the federal courts do not disenfranchise.   

The circuit clerk of every county is required to maintain a roll of 
individuals convicted of disenfranchising crimes in his or her respective 
county.  The only time that anyone other than an election commission may 
remove a voter is when a voter is convicted of a disenfranchising crime.  In 
that event, a circuit clerk is authorized to erase the name of the voter from the 
voter rolls.  Nevertheless, the roll maintained by your clerk should be 
examined periodically by the election commission to determine if voters have 
been convicted of disenfranchising crimes.   

Conviction of a disenfranchising crime will result in a notification that can 
be obtained in SEMS, regardless of the county of conviction.  Information on 
convictions from other counties may be obtained in this manner.  It is 
recommended that you obtain for your files a copy of the judgment of 
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conviction for every voter purged due to a disenfranchising crime.  However, 
notification provided through SEMS is sufficient for you to initiate the 
purging process. 

If a voter is determined to have been convicted of a disenfranchising 
crime, a motion should be made at a regular meeting to place that individual 
in “purged” status.  Upon a proper second and an affirmative vote of a 
majority of a quorum, the voter should be placed in “purged” status.  At that 
point, the purging process is complete for that individual, and that individual 
may not be restored to the voter rolls. 

It is important to note that there are three methods for an individual to 
have voting rights restored after conviction for a disenfranchising crimes.  
First, the Legislature may vote to restore voting rights.  Second, the Governor 
may issue a full pardon.  Third, the Governor may issue an executive order 
restoring civil rights.  If a voter is removed for conviction of a 
disenfranchising crime, and he or she thereafter appears on the active list of 
voters, you should check with your circuit clerk to determine whether the 
individual had his voting rights restored according to law. 

NVRA places no time restrictions on when a voter may be removed due to 
a conviction of a disenfranchising crime. 

 
1.7.3 Declaration of incompetency 

If an individual is incompetent of handling his own affairs, an action in 
Chancery Court may be filed to declare that person incompetent.  An 
examination of the docket in the Chancery Court of your county will reveal 
any legal actions filed to determine competency.  At the conclusion of the 
legal case, an order will be filed by the Court making a factual determination 
whether the individual in question is competent to act in his own behalf.  If the 
order determines that the individual is not competent, that document should be 
copied and retained in your files as support for any decision to remove that 
person from the voter rolls.  In the event that you are not allowed to copy the 
court order, you should note the file number of the Chancery Court matter and 
record it for future reference. 

If a voter is determined by a court not to be competent, a motion should be 
made at a regular meeting to place that individual in “purged” status.  Upon a 
proper second and an affirmative vote of a majority of a quorum, the voter 
should be placed in “purged” status.  At that point, the purging process is 
complete for that individual, and a new voter registration must be completed 
by the individual in order for him to be restored to the voter rolls.  The new 
voter registration should be supported by an order from a court making a 
factual determination that the individual has been restored to competency or 
by documentation from the treating institution. 

NVRA places no time restrictions on when a voter may be removed after 
having been declared incompetent. 

. 
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1.7.4 Death 

There are several acceptable methods to determine that a voter has died.  
You may use notices from the Department of Health, obituaries in a 
newspaper, records of estate matters filed in Chancery Courts, death 
certificates, or any other legitimate source of knowledge.  It is important to 
remember that you should keep a detailed paper record of the reasons upon 
which your commission decided to remove a voter from the voter rolls.  
Therefore, it is best to have as much documentation as possible.  Records 
provided through SEMS are sufficient. 

 If a voter has died, a motion should be made at a regular meeting to place 
that individual in “purged” status.  Upon a proper second and an affirmative 
vote of a majority of a quorum, the voter should be placed in “purged” status.  
At that point, the purging process is complete for that individual, and that 
individual may not be restored to the voter rolls. 

NVRA places no time restrictions on when a voter may be removed based 
on the death of the individual. 

 
1.7.5. Removal from the jurisdiction 

The most time-consuming and difficult aspect of voter roll maintenance is 
when a voter moves out of the county.  State law requires purging based on a 
change of residence to be conducted in accordance with the federal National 
Voter Registration Act of 1993. 

1.7.5.1.  There are only two ways that a voter may be removed from the 
voter rolls because of a change in residence.  The first way is the easier 
method.  If the registrant confirms in writing that she has moved to a 
residence outside the territorial limits of your jurisdiction, she may be 
removed immediately from the voter rolls without any other justification 
required.  Remember that confirmation in writing is not the same as 
requesting to be removed from the voter rolls.  One of the most common ways 
you will receive confirmation in writing that a voter has changed residence is 
when the voter registers to vote in a new jurisdiction.  A cancellation notice 
will often be provided by the new state, if that individual has moved out-of-
state.  Notification will be provided through SEMS, if that individual has 
moved to a different county in Mississippi. 

If you get confirmation in writing that an individual has moved from your 
county, a motion should be made at the next regular meeting to place that 
individual in “purged” status.  Upon a proper second and an affirmative vote 
of a majority of a quorum, the voter should be placed in “purged” status.  At 
that point, the purging process is complete for that individual, and a new voter 
registration must be completed by the individual in order for him or her to be 
restored to the voter rolls.  NVRA places no time restrictions on when a voter 
may be removed based upon written confirmation that they have moved 
outside your county. 

1.7.5.2.  The second way to remove a voter based on a change in residency 
is commonly referred to as the “confirmation card” process.  The commission 
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may become aware that an individual has moved in several ways.  The United 
States Postal Service reports change-of-address information periodically 
through SEMS.  Homestead exemption status may change.  Warranty deeds 
are filed with the chancery clerk detailing the transfer of real property.  
Returned mail, including jury summons, may be an indicator.  Telephone 
books can be examined to note the absence or removal of an entry.  Any 
trustworthy source may be utilized to trigger the confirmation card process of 
voter roll maintenance.   

It is important to remember to document the sources of information that 
triggered the process.  It is also important to remember that this confirmation 
card process must be followed for all changes to the voter roll based on a 
voter’s change of residence to a new address outside the county other than 
notice from the voter.  If a jury summons provokes a response from a parent 
of a voter to let you know that the voter no longer lives in the county, that is 
not sufficient to remove that voter immediately.  The confirmation card 
process must be followed. 

A confirmation card is a postage pre-paid notice that should be sent to the 
mailing address associated with the voter registration.  This notice should be 
forwardable, and it should include a pre-addressed return card.  This return 
card should allow the voter to confirm in writing that he has moved outside 
the county (which would allow for removal from the voter rolls without any 
further action as outlined above) or that he has moved to another residence 
inside the county (which would allow the address information to be corrected 
and would require a new voter registration card to be sent to the voter).  For 
the exact requirements of the contents of a “confirmation card” see the 
National Voter Registration Act of 1993 at 42 USC 1973gg-6(d)(2). 

A. If a voter returns a confirmation card indicating that her residence 
has not changed, no further action should be taken.   

B. If a voter returns a confirmation card indicating that her residence 
is now out of the commission’s jurisdiction, she can be removed 
immediately from the voter roll in your county because she has confirmed 
in writing that her residence has changed.   

C. However, if a voter fails to return a confirmation card, that voter 
may only be placed on “inactive” status.  Federal law says that a voter 
cannot be considered to have failed to return a card until thirty (30) days 
prior to the next election.  However, the Secretary of State’s Office 
recognizes that the practice of most election commissions is to make an 
individual inactive at the same time that a confirmation card is mailed.  So 
long as returned confirmation cards are processed immediately upon their 
receipt, no individual voter should ever suffer harm from this process.   

To begin the confirmation card process, a motion should be made at a 
regular meeting to place that individual in “inactive” status.  Upon a 
proper second and an affirmative vote of a majority of a quorum, the voter 
may be placed in “inactive” status.  At that point, the purging process has 
begun for that individual, but it is not complete.  As an inactive voter, a 
new voter registration application is not required for that individual to vote 
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and to have that vote counted by utilizing the affidavit voting process.  
Rather, he simply needs to vote, appear to vote, or contact a local election 
official to regain active status.  An individual may be returned to active 
status without the vote of the entire commission, but the reasons for that 
return should be documented extensively. 

Even if an individual fails to respond to a confirmation card you may 
not place that voter into “purged” status.  You must also wait for two 
federal elections to pass without that voter contacting a local election 
official or attempting to vote in any election before he may be removed 
completely from the voter rolls.  After the second federal election, a 
motion should be made at the next regular meeting to place that individual 
in “purged” status.  Upon a proper second and an affirmative vote of a 
majority of a quorum, the voter should be placed in “purged” status.  At 
that point, the purging process is complete for that individual, and a new 
voter registration must be completed by the individual in order for him or 
her to be added back to the voter rolls.   
1.7.5.3.  Federal law requires that you complete no later than ninety (90) 

days before an election all programs to remove systematically the names of 
ineligible voters.  However, as noted above, you may remove voters at any 
time when the voter requests to be removed, when the voter is convicted of a 
disenfranchising crime, when the voter is declared incompetent by a court, or 
when the voter confirms in writing that he has moved outside the county.  
This means that all confirmation card purges must be completed no later than 
ninety (90) days before each election.   

 
1.8 How are changes of address within the county processed? 
 There are generally only two ways in which you may be notified that a voter has 
moved inside the county.  First, on her own initiative, the voter may provide that 
information by calling an election commissioner or the circuit clerk or providing the 
information in writing.  Second, you may get a confirmation card returned with the new 
information.  It is primarily the responsibility of the circuit clerk to make necessary 
corrections to the voter rolls.  However, in the event that the circuit clerk fails to make 
those necessary corrections, the election commission has the secondary responsibility to 
update address information. 
 
1.9 What can an election commissioner do by himself to maintain voter rolls? 
 Individual election commissioners may gather evidence to present to the 
commission that supports a decision to alter the status of a voter.  Individual 
commissioners may create and maintain files of that documentation.  Individual 
commissioners may engage in the ministerial task of processing information in SEMS to 
change the voting status of any voter, based upon the affirmative vote of a majority of a 
quorum of the whole commission.  Individual commissioners may prepare and mail 
confirmation cards, based upon the affirmative vote of a majority of a quorum of the 
whole commission. 
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 Individual commissioners may not change the status of a voter unless 
functioning in a ministerial capacity and supported by the minutes of a meeting of 
the full commission. 
 
1.10 What can an entire election commission do as a group? 

The group may meet and fulfill any of the tasks that any individual member may 
conduct.  In addition, only the entire commission may change the status of a voter.  With 
the approval of the board of supervisors, the entire commission may vote to employ 
attorneys, secretaries, investigators, technical advisors or any other employee deemed 
necessary to discharge their voter roll maintenance duty.  

Please be aware that the authority to hire employees is very limited and should be 
approached with caution.  In the event you need employees, you should contact the 
Secretary of State’s office to discuss the limitations of your authority.  
 
1.11 Is there a recommended practice to maintain voter rolls? 
 The Office of the Secretary of State is not authorized to engage in the 
maintenance of voter rolls.  However, we have a statutory obligation to train election 
commissioners.  We offer the following recommended practice as a guideline for you to 
follow, subject to any independent legal advice you may receive. 
 During the time between official meetings of the election commission, individual 
commissioners should be engaging in ministerial tasks to complete action directed at the 
last meeting.  Also, individual commissioners should be examining all legitimate sources 
of information in preparation for the next meeting.  Individual commissioners should be 
documenting the names of any voters who should be considered for a status change at the 
next meeting and potential reasons for the status change.   
 At the next meeting, each commissioner should present to the whole commission 
a list of voters for consideration, together with the reason for the suggested change.  
Motions are appropriate to accept the various lists, amend them, or reject them.  Also, 
each name may be considered individually, if necessary.  The actions taken by the 
commission should be by motion, an appropriate second and a vote of a quorum present.  
The actions taken should be recorded in the minutes and delegated accordingly.   The 
ministerial tasks associated with fulfilling the wishes of the commission may then be 
undertaken by individual members of the commission or by the circuit clerk, if he is able 
to assist in that process.  Then, the cycle returns to gathering documentation to present at 
the next meeting.  
 
1.12   Conclusion 
 Election commissions and individual election commissioners should be careful to 
maintain voter rolls in full compliance with the Mississippi Election Code and the 
National Voter Registration Act of 1993.  These legal requirements compel the removal 
of ineligible voters.  It is vital that you attempt to minimize the number of individuals 
falsely determined to be ineligible.  However, election commissions are charged with the 
responsibility of removing the names of ineligible voters.  If you do not remove their 
names, no one else will.  In the event that an individual presents to vote and his name is 
not found on the pollbook, he may always cast an affidavit ballot. 
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SECTION 2:  SEMS VOTER SEARCH 
 

In order to begin the process of maintaining the voter rolls in your county, we will 
first review several tools that you will find useful in accessing voter records in the 
system: 
 
2.1. Quick Search 

Access the Voter Registration Screen from the Main Menu.  If you know the 
Voter ID, enter it in the top left-hand box as illustrated below: 
 
 
 
 
 
 
 

                          If the ID number you entered is valid, the voter record appears.  

 
2.2. Advanced Search 

If you do not know the voter's ID number or when you want to retrieve a group of 
voter records that share some of the same attributes you should use Voter Search.  
This is a powerful tool that can provide information that is ad-hoc, or information 
that is outside of the standard reports provided in Reports and Labels.  Depending 
on your search criteria, the results may be a single voter or a group of voter 
records.  
You can save your search criteria under a unique name and run it repeatedly, 
either as-is or after modifying the criteria. You can also change the data fields 
selected for output, print a report of the results, or extract the results to a separate 
file for use in another application. 
2.2.1. Accessing the Search Voters screen 

To launch an advanced search, either click Search on the Voter 
Registration screen (shown below) or select the Voter Search option on 
the SEMS main menu. 
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A "Search Voter" link in blue text also appears on most screens in every 
module. An example is shown below. 

  
 
 
 
 

2.2.2. Search Voters screen 
As the following illustration shows, the Search Voters screen has two 
sections: the search setup section on the top half, where you specify your 
search criteria, and the search results section, where the results of your 
search appear.  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.2.3. Performing a Search 
2.2.3.1.  On the Search Voters screen, enter search values on one or 

more of the search criteria tabs.  You can enter criteria on multiple 
tabs. As you do, the labels on those tabs appear in boldface to 
indicate that information has been added or changed. You also can 

Page 15 of 58 



     V       VOTER ROLL MAINTENANCE TRAINING 
               Delbert Hosemann  Revision 1.2 

   Secretary of State  January 2009  

use a percent (%) sign as a wild card in some fields to represent 
one or more unknown characters in your search criteria.  

 
2.2.3.2.  In the Scope area (just above the results section), specify 

whether you want the search to be statewide or countywide and 
whether you want to see voter signatures in the search results (if 
so, check the Show Signatures checkbox.) By default, a 
countywide search is selected with no signatures shown. 

 
2.2.3.3.  Click Search. If the search finds more than 100 matching 

records, a status message indicates that the search is showing the 
first 100 records out of the total number of records the search 
found.  The more search criteria you use, the fewer search results 
you can expect.   
The results of your search are shown at the bottom of the screen, as 
illustrated below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To see the next group of records in the screen, click the > button at 
the bottom of the screen. 

 

2.2.3.4.  Viewing Voter Summary.  At times a search can return a list of 
voter records that are similar enough that you may not be able to 
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tell which voter to select. To get a more detailed look at each voter 
record in the list, you can use the View Summary button. Click 
View Summary after selecting a voter on the list to display the 
Voter Summary screen, shown below.  

 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 

2.2.3.5.  Access the Voter Record.  When you are done, click Close to 
return to the search results screen. In the search results window, 
either double-click on the line containing the voter record you want 
to open or highlight the line, then click Select.  
The voter record appears on the Voter Registration screen, as 
shown below. 
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To return to the previous search screen, click the Search button. 

2.3. Voter Search Exercise 
 

Use the Voter Search screen to find all active voters in your county over 100 
years old. 
 
Steps: 

1. Go to Voter Search screen. 
2. On the Name tab, enter in the Birth Date field From:  1/1/1801  
 To: enter today’s date. 
3. On the Status tab, unclick all except Active. 
4. Click the Search button for results. 

 
NOTE:  During data migration, all voter records did not have actual birthdates.  In 
order to populate the field, key dates like 1/1/1801 and 1/1/1901 were used as 
place holders.  This is an indication that additional research must be completed to 
make sure the accurate date is in the system.  

 
2.4 Reporting from Voter Search 

 
2.4.1. Formatting Search Output 

After specifying the search criteria, select the Output tab. The output 
controls appear in three side-by-side sections. 
 
 
 
 
 
 
 
 
The three Output control sections are as follows:  
2.4.1.1.  Output Fields.  The left section lists all of the data columns that 

can be included in your search results. Each column name has a 
checkbox next to it. Those with their boxes checked are included in 
the search output. The others are ignored and the information is not 
included in the output file. 
Note: The ID (for voter ID) column always appears in your search 
results and, by default, is always the left-most column. Although 
you can move this column, you cannot omit it from your output 
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criteria before the search or delete it from your results after the 
search.  

2.4.1.2.  Output Order.  The middle section lists the data columns that 
are currently selected to appear in your search results. Checking or 
un-checking data columns in the left Output Fields section 
immediately updates the list in the Output Order section. The order 
in which the data columns are listed in this section determines the 
left-to-right order of the output columns when the search results 
are displayed. The first column name listed is the left-most column 
in the results window, the second column name is the next column 
to the right, and so on.  
To change a column's position, click on the column heading name 
(not the checkbox). Then click the up or down arrow to the right of 
the pane, depending on whether you want to move the column up 
or down in relation to the others.  

2.4.1.3.  Sorting Order.  The right section controls how the rows of 
results are sorted. By default, search results are sorted 
alphabetically by Last Name, then First Name and, finally, by 
Middle Name. To change this order, select one or more column 
headings you want to use for sorting and arrange them in the 
sequence you want to sort the output. To select a sort heading, 
click its checkbox in the middle pane and its name appears under 
Column in the right pane (see below). If you select more than one 
sort heading, you can reposition them, in case you want the sorting 
to take place in a different order.  

 
2.4.2. Printing Search Results 

If you need a hard copy of your search results, you can use the report 
function. For printed results, you are limited to seven columns of 
information; however the voter identification number is automatically 
included along with the seven columns.  
After running your search, you can verify that the results are what you 
want. To do this, select Reports on the top menu bar of the Search Voters 
screen, then choose Print Report from the drop-down list. The search runs 
and a preview of the printed report appears. If you are satisfied with the 
print preview, click Print to send the report to your selected printer. 
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SECTION 3:  SEMS REPORTS AND LABELS 
 

A variety of reports and labels can be produced using the Reports and Labels 
module to assist you in your voter roll maintenance efforts.  The reports are grouped in 
categories corresponding to many of the application modules found on the SEMS main 
menu.  

 
3.1. Report Printing 

3.1.1. Producing a report.  As an example of producing a report from the 
Reports & Labels module, this topic shows how to print the Registered 
Voter Report (report ID VR-008) from the Voter Registration category. 
Although the customization prompts for the other reports are somewhat 
different, the overall printing process is the same for all reports. 
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3.1.2. Previewing Reports.  All reports let you preview the results before they 

are printed. This lets you confirm if the report as defined is really what 
you really want. To see the preview, click Run Report.  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                             

While the preview is displayed, you can click the Next Page and Previous 
Page buttons to scroll through the pages, select the viewing magnification, 
and view multiple pages. To return to the previous screen, click Close in 
the upper right corner.  

 
3.1.3. Printing the Report.  To print the report click Print from the preview 

screen.   You may also save the report to an editable file format by 
clicking the Save As button. 
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3.2. Printing a Duplicate Voter Report – VR-004 
SEMS provides a report that generates a list of possible duplicate voters, at least 
one of which in each duplicate group has an address in your county.  To access 
this report, go to Reports and Labels/Voter Registration/VR-004. 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
3.3. Printing a Potential Department of Health Duplicate Voter Report  - VR-022 
 

This report lists voters who match persons in the Department of Health (DOH) 
database of death certificate records. The "% Match" column indicates how close 
a match the voter (in bold) is with the DOH counterpart(s), with 100 percent 
being a perfect match. To access this report, go to Reports and Labels/Voter 
Registration/VR-022. 
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3.4. Printing an Administrative Office of the Courts Match Report – VR-023 
 

Lists voters who match persons in the Administrative Office of the Courts 
database of disenfranchising crimes. The "% Match" column indicates how close 
a match the voter (in bold) is with the AOC counterpart(s), with 100 percent being 
a perfect match.  To access this report, go to Reports and Labels/Voter 
Registration/VR-023. 
  

 
 
 
 
 
 
 
 
3.5. Printing a Voter Movement Report – VR-001 

Lists voters who have moved either within your county or across your county's 
boundaries (in either direction) during a specified period of time. 
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3.6. Printing an Activity Report – VR-007 
 

This report will show an activity type by district or user.  The report can be used 
to document the activity of all changes that have been made to a voter record.  To 
access this report, go to Reports and Labels/Voter Registration/VR-007. 
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SECTION 4:  DUPLICATE VOTERS IN SEMS 
 

 
To complete the clean-up effort from the county’s previous voter registration data, 

the following steps should be taken to compare and resolve the duplicates voter records in 
SEMS. 

 
4.1. The Potential Duplicates Report VR-004 provides a list of possible duplicate 

voters, at least one of which in each duplicate group has an address in your 
county. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This report provides the information on the voter in your county first, and then the 
potential duplicate information along with address, date of birth, effective 
registration date, voter status and the confidence match percentage.   
 
For each potential duplicate, the system provides a confidence rating, expressed 
as a percentage. The system uses the key identifier fields of the voter record to 
determine whether a potential duplicate voter record already exists. A match on 
the full SSN or full driver's license (or both) is considered a high percent match. 
Other combinations of matching fields have lower confidence ratings. Your 
primary focus should be on matches with a confidence rating of 75% or greater. 

 
 
4.2. Voter Merge Module also provides information on Potential Duplicate Voters 

along with the ability to process these duplicates.  The voter merge identifies the 
duplicates and gives the local election commission the ability to act on the 
information that has been provided by marking the voter as a survivor, marking to 
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exclude the match from further action or by accepting the message and changing 
the voter status to purged.  
NOTE:   The Voter Merge module does not actually merge voters outside of a 
county.  It only provides notification for action to be taken by the local election 
commission. 

 
4.2.1. Accessing the Merge Options 

To access the voter merge options, select Voter Merge from the SEMS 
main menu. The Voter Merge Selection prompt appears.   
 

 
 

 
 
 
 
 
 
 
 
 
4.3. Send a message to another county on a Potential Duplicate 

When Voter Merge is selected from the main menu, the Voter Merge Selection 
screen appears. It contains four selections, with "Potential duplicates identified by 
the system" already selected by default.  Click the OK button. 
4.3.1.   The Voter Merge Selection screen appears, with potential duplicate 

voters listed. If necessary, you can drag a corner of this screen to expand. 
 

 
 
 
 
 
 
 
 
 
 

The message at the top of the screen shows how many duplicate groups 
have been found and which group is currently displayed. In the above 
example, the message says, "Query executed successfully. Record 1 of 
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1853." This means 1853 separate groups of potential duplicate voters have 
been found and the first of those groups is currently displayed. 

4.3.2. Select any voters who you do not believe matches the surviving voter by 
checking the Exclude box.  A message will be sent to the county that holds 
the voter record of any voter marked Excluded. 

4.3.3.   Compare the other voters' records with that of the survivor before 
completing the merge, click the Compare button. 

 
 
 
 
 
 

 
 
 
 
 
 

The Merge Comparison screen gives you access to almost all of the 
information contained in each person's voter registration record. Much of 
it is initially hidden in the tabbed section on the bottom half of the screen. 
If the initial view does not provide enough information to confirm which 
record should be the survivor, click one or more of the informational tabs 
to see additional details. An example of the information on the 
Registration tab is shown below. 

 

 
 
The Exclude and Mark As Survivor buttons at the bottom of the screen 
apply to the Potential Duplicate record on the right half of the screen. The 
Exclude button causes the information for the voter in the Potential 
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Duplicate position not to be identified with the survivor's record when the 
merge is committed (completed) and the message is sent to the other 
county for processing. The Mark As Survivor button causes the two voters 
to switch places, so that the voter who was the Potential Duplicate is 
moved to the left side and is now the survivor.  

The next (  ) and previous (  ) navigation buttons let you scroll 
forward and backward through the list of voters you placed in the voter 
merge selection list. 

 
4.3.4.  To keep the Potential Duplicate voter's information from being linked 

with the Survivor's record, click the Exclude button. However, if you want 
the Potential Duplicate voter to become the survivor, click the Mark As 
Survivor button. If you want to make no changes, click the Close button to 
return to the Voter Merge Selection list. 
 

4.3.5. To confirm the match, click the Commit button. Then respond to the 
confirmation prompt. You should check the survivor's voter registration 
record to verify that data from the non-survivor's record has been added. 
 
 
 
 
 
 
 
 
 
If the voters identified are from different counties, a message is sent to the 
county of the non-survivor record for taking action on the message 
notification of the potential duplicate. 
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If the county accepts the notification, the non-survivor record's status 
changes to Purged. The non-surviving record remains in database, 
however, and is not lost. If the merge is rejected, the voters are marked as 
non-duplicates and they do not appear as potential duplicates again.  
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4.4. Merge Messages and Reports 

The various voter merge messages that you receive can also be printed in the form 
of a report. 

  4.4.1.  Click Voter Merge on the main screen. 

 
 
  4.4.2.  Go to Messages and Reports menu and select Message Reports 

 
 

The Message Report screen appears. 

 
 

4.4.3.  From the Operation Type drop down, select voter Merge.  Enter the date 
range in the From Date and To Date fields.   
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4.4.4.  Click Run Report to display the Messages Report.  To print the report, 
click the Print icon. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
4.5. Process messages.  You will receive messages from other counties where voters 

of your county are identified as a duplicate. The message can be reviewed and 
accepted or rejected through the Duplicate Identification And Messaging screen. 

 
4.5.1.  Click Voter Merge on the main SEMS to display the Voter Merge - 

Selection screen. 
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4.5.2.  Go to Messages and Reports menu and select Process Messages. 

 
 
 
 
 
 
 
 
 
 

The Duplicate Identification And Messaging screen appears. Messages 
received from other counties appear in the Pending Messages section. 
 

 
 
 
 
 
 
 
 

The arrow buttons enable you to scroll backward and forward through the 
list of messages. 
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4.5.3.  To compare the voters' records, click Compare Voter Records. The 
Merge Comparison screen appears, showing two voters' registration 
records side by side. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Merge Comparison screen gives you access to almost all of the 
information contained in each person's voter registration record. Much of 
it is initially hidden in the tabbed section on the bottom half of the screen. 
If the initial view does not provide enough information to confirm which 
record should be the survivor, click one or more of the informational tabs 
to see additional details. An example of the information on the 
Registration tab is shown below. 

 
 
 
 
 
 
 
 
 
 

 
After comparing the records, click Close.
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4.5.4. To accept the message, click Accept. The following message is sent to 

the county that sent it: "County B has accepted the request to merge voter 
XX with voter XXX."   

 NOTE:  Accepting the message will change the status of the voter in your 
county to purged and generate a Confirmation Card. 

 
 
 
 
 
 
 
 
 
4.5.5.  To reject the message, click Reject. The two voters are marked as non-

duplicates and they do not appear as potential duplicates again.  A 
message will be sent back to the county that identified the duplicates. 
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 SECTION 5:  PROCESSING STATE AGENCY MATCHES IN SEMS 
 

With the State Agency option, you can search Department of Heath (DOH) death 
records and Administrator of Courts (AOC) felony records on file for Mississippi in order 
to help maintain your voter roll.  
5.1. Date of Upload.  To check the date of the last upload in SEMS, you can use the 

About tab on the main SEMS screen and click on the agency that you want to 
check. 

 
 
  
 
 
 
 
 
 
 
 
 
5.2. Accessing State Agency Options 

From the SEMS main menu select State Agency. 
 
 
 
 
 
 
5.3. The Department of Health (DOH) Search for Death Records 

Use the State Agency module when you need to access Department of Health 
(DOH) death records for Mississippi. DOH death certificate files are imported 
into SEMS once a month. Only the new records since the previous update are sent 
by DOH.  The information in the DOH file allows SEMS to compare the details 
of voter records against death records and indicate when any voters may be 
deceased.  
Two related but independent functions are part of the DOH Search. First is the 
ability to search for a voter to see if he or she is among those listed in the DOH 
file. This search looks through all records statewide. Second is the ability to ask 
the system to present a list of people who are in the voter registration database as 
well as the DOH death records file, then process the resulting list accordingly.  
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Select DOH Search from the State Agency drop-down menu.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.3.1. Accessing the DOH Search Screen 
Select DOH Search from the State Agency drop-down menu to view the 

 DOH Search screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 To search for a voter among DOH records, enter the name or partial name 

in the name fields.  You can enter other information as needed to narrow 

Page 36 of 58 



     V       VOTER ROLL MAINTENANCE TRAINING 
               Delbert Hosemann  Revision 1.2 

   Secretary of State  January 2009  

down the search.  For each record found, the following information is 
included: 

· Name 
· Date of Birth 
· SSN 
· Date of Death 
· County of Residence 
· County of Death 
· Gender 
· Voter ID 
· Confidence Level 

 
5.3.2. Processing Deceased Voters.  Processing deceased voters generates a 

Voter Notification Card (VNC) to the voter to make sure the information 
received from the DOH is correct. In case of an error, the voter is asked to 
communicate back to your office so that records can be corrected 
accordingly. SEMS provides a report of the records that were marked 
deceased, but were later identified as an error and changed back to 
"Active" voters. 
5.3.2.1. From the Tasks drop-down menu select Process Deceased.  
 
 
 
 
The   Process Deceased screen is displayed. 
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The voter records on this screen are from your county only. The 
Deceased Record shown at the top is the first one found for which 
a close match exists with one or more of your county's voter 
records. The matching voters are listed below the Deceased 
Record.  
For each voter a Confidence Level rating is included. This 
indicates how close the match is with the Deceased Record. 
Various combinations of matching data between the voter record 
and the Deceased Record result in different Confidence Level 
ratings. The more fields that match, the higher the score.  

 
The various combinations of matching fields and their 
corresponding Confidence Levels: 
Fields That Match                                              Confidence Level 
First name (FN), last name (LN), date of birth (DOB), SSN  99% 
FN, MN, LN, DOB            90% 
SSN, DOB, FN            90% 
FN, LN, last four SSN            80% 

 
5.3.2.2. To see more details about a voter on this list, check the box in the 

Voter ID column by that voter's name, then click View Summary. 
The View Summary screen is displayed. 

 
 
 
 
 
 
 
 
 
 
 

When you finish viewing the information, click Close to return to 
the Process Deceased screen.  
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  5.3.2.3. For each voter listed, determine whether it is the same person as 
the one shown in the Deceased Record.  
For any voter in the list who is a match, check the Voter ID box, 
then click Purge Voter(s). The Purge Voter(s) confirmation prompt 
appears. 

 
 
   
 

Select Yes to purge. For every voter you purge, entries are made in 
the audit log of their voter registration record with the reason of 
Deceased and a VNC is generated and sent to a batch in the Batch 
Management module. The purged voters do not get off the records. 

5.3.2.4. For all voters in the list who are not a match, check the Voter 
ID box, then click No Match. The Ignore Voter(s) prompt appears. 

 
 
 
 
 

Select Yes to indicate that the selected names should never again 
be considered a match with the Deceased Record. 

5.3.2.5. Continue processing.  To see the next Deceased Record with 
potential voter matches, click Next.   Repeat steps 3 and 4 until 
you have processed all potential matches. 
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5.4. Administrative Office of the Court (AOC) Search. 

This section of the State Agency module lets you access Administrator of Courts 
(AOC) felony records for Mississippi to see if any of your voters have been 
convicted of disenfranchising crimes. Updated felony records are imported into 
SEMS once a quarter new records since the last update are imported. 
5.4.1.  Accessing the AOC Search Screen.  From the SEMS main menu select 

the State Agency module, then select AOC Search from the State Agency 
drop-down menu. The Office of AOC Search screen appears. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To seach for a voter among AOC records, enter information in one or more 
of the following fields: Last Name, First Name, Middle Name, Date of 
Birth, Last 4 SSN, Case ID.  If necessary, you can click Clear to erase your 
search criteria and start over. 
Note: If you are not sure of the spelling of the entire name, you can type part 
of a name followed by the percent sign (for example, "Ste%" for "Steven" or 
"Stephen"). 
Click Search. The records that meet your search criteria appear in the lower 
section. For each record found, the following information is included: 

· Name 
· Date of Birth 
· SSN 
· Case ID 
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5.4.2.  Processing Felons.  Processing felons generates a Voter Notification Card 
(VNC) to the voter to make sure the information received from the AOC is 
correct. In case of an error, the voter is asked to communicate back to your 
office so that records can be corrected accordingly. 
5.4.2.1. From the Tasks drop-down menu select Process Felons. The 

Process Felons screen is displayed. 
. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The voter records on this screen are from your county only. The 
Felon Record shown at the top is the first one found for which a 
close match exists with one or more of your county's voter records. 
The matching voters are listed below the Felon Record.  
For each voter a Confidence Level rating is included. This 
indicates how close the match is with the Felon Record. Various 
combinations of matching data between the voter record and the 
Felon Record result in different Confidence Level ratings. The 
more fields that match, the higher the score.  
Here are the various combinations of matching fields and their 
corresponding Confidence Levels: 
Fields That Match                                           Confidence Level 
First name (FN), last name (LN), date of birth (DOB), SSN 99% 
FN, MN, LN, DOB           90% 
SSN, DOB, FN           90% 
FN, LN, last four SSN           80% 
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5.4.2.2. To see more details about a voter on this list, check the box in the 
Voter ID column by that voter's name, then click View Summary. 
The View Summary screen is displayed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When you finish viewing the information, click Close to return to 
the Process Felons screen.  

5.4.2.3. For each voter listed, determine whether it is the same person as 
the one shown in the Felon Record. Then follow one of the steps 
below, as appropriate: 
For any voter in the list who is a match, check the Voter ID box, 
then click Inactivate Voter(s). The Inactivate Voter(s) confirmation 
prompt appears.  

 
 
 
 
 
 

Select Yes to inactivate. For every voter you inactivate, entries are 
made in the audit log of their voter registration record and a VNC 
is generated and sent to a batch in the Batch Management module. 
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5.4.2.4. For all voters in the list who are not a match, check the Voter 
ID box, then click No Match. The Ignore Voter(s) prompt appears. 

 
 
 
 
 

Select Yes to indicate that the selected names should never again 
be considered a match with the Felon Record. 

5.4.2.5. To see the next Felon Record with potential voter matches, click 
Next.   Repeat steps 3 and 4 until you have processed all potential 
matches. 

 
 
 
 

 
 
 

Page 43 of 58 



     V       VOTER ROLL MAINTENANCE TRAINING 
               Delbert Hosemann  Revision 1.2 

   Secretary of State  January 2009  

SECTION 6:  PRODUCING CONFIRMATION/NOTIFICATION CARDS IN 
SEMS 

 
This process will assist you in finding the voter(s) who meet your search criteria 

and provide instructions to generate a Voter Notification Card (VNC). 
NOTE:  The terms Confirmation Card and Notification Card (VNC) are used 
interchangeably in this documentation. 
 

6.1. Printing Voter Notification Cards from the voter record.  When you 
select Voter Notification Card from the Print drop-down menu for an open 
voter record, you have the option of printing the card now or later. The 
VNC is a two sided form. To print the two sides in duplex mode on the 
Xerox Phaser 4500 printer, the duplexing unit must be attached.  
These steps assume you have already loaded the appropriate VNC forms 
in the printer. 
6.1.1. Open the desired voter's registration record. 
 
6.1.2. Click the Print drop-down menu, then select Voter Notification 

Card, then select Print Now. A preview of the VNC appears.  
 
   6.1.3. Click Print. The Print dialog box appears. 
 

 
 

6.1.4. If it is not already selected, select the Xerox 4500 Phaser from 
the drop-down list. 
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6.1.5. Click Properties. The properties screen appears.  

 
 
 
   6.1.6. Click the Paper/Quality tab.  
 
   6.1.7. Select VNC from the Document Size drop-down list.  
 
   6.1.8. Click OK to return to the Print dialog box. 
 
   6.1.9. Click OK to send the registration cards to the printer. 
 
  
 6.2. Print voter confirmation cards for a group of voters.  Using the Voter 

Search screen, specify the search criteria to define the voter(s) you want to 
receive the card. 
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6.2.1. Print preview and Print Now.  When the search results appear, 
you can double-click the voter name to go to that voter registration 
record, or click the Reports drop-down menu, then select Voter 
Notification Card, and select Print Now, as shown below. 

 

 
Note: If you select Print Later, the cards are sent to an output batch 
that can be printed from the Batch Management module. For more 
information on printing batches, see section 6.3. below.. 
6.2.1.1. When the print preview of the first card appears and  

the page count at the top of the screen has stopped 
advancing, click Print. 
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6.2.1.2. When the Print dialog box appears, verify that the 
correct printer is selected, that settings as outlined in 6.1.3. 
have been selected, and then click OK to send the cards to 
the printer. 

 
6.2.2. Printing Later (Print From Batch).  If you select Print Later 

under the Voter Notification menu, the VNCs are sent to an output 
batch that can be printed from the Batch Management module.  
The Batch Management module allows you to view, print and/or 
export batches of voter correspondence that have been generated in 
other modules.  
Batch Statuses are as follows: 
- Ready: This is the default setting for newly generated batches. 
These batches are ready to be exported or printed. 
- Submitted: These batches have been printed or exported. The 
type of action will be shown in the Batch Type field in the List of 
Correspondence. An example Batch Type is Extract. 
- Completed: These batches have been successfully printed or 
exported, and will include a Completed Date in the List of 
Correspondence. 
- Exception: These batches have had some error that needs to be 
addressed. 
6.2.2.1. Viewing Batches.  To access the Batch Management 

screen, click the Batch Management link on the SEMS 
main menu. By default, the screen displays all batches of 
all statuses.  See screen on next page for more details. 

Page 47 of 58 



     V       VOTER ROLL MAINTENANCE TRAINING 
               Delbert Hosemann  Revision 1.2 

   Secretary of State  January 2009  

 
To display batches of a selected status, check the corresponding check box 
next to Show Ready, Show Submitted, Show Completed, or Show 
Exceptions under the List of Correspondence. You can display batches of 
more than one status at a time. 
To view the contents of a specific batch, highlight it in the List of Voter 
Correspondence area, then click View. The List of Voter Correspondence 
screen is displayed. 
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6.3. Samples of the VNC 
There are two versions of the VNC. The version that prints for your 
county depends on the value in the County Uses Postal Permit parameter 
of the County Configuration > County Parameters section of the System 
Configuration module. If the value is "1," business reply mail elements are 
printed on side 2 (the side containing the county's return mailing address). 
If the value is "0" or blank, only the return address is printed.  
 
6.3.1. Version 1 (County Uses Postal Permit = "0") – No postal 

permit. 
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6.3.2. Version 2 (County Uses Postal Permit = "1") 

 
 
 
6.4. Adjusting Printer Settings for Voter Notification Cards 

Printer settings for voter notification cards and other correspondence types are 
specified in the area at the bottom of the Batch Management screen that contains 
the section labeled Output, Print, and Sorting. When printing (as opposed to 
exporting to a data file), you can select whether to print the cards themselves or 
mailing labels instead. 
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SECTION 7:  NCOA NOTIFICATIONS IN SEMS 
 
 

In the coming month, the SEMS system will include data gathered from the National 
Change of Address (NCOA) database.  This information will be matched against the 
current addresses in SEMS and an indication of a possible match will be provided to the 
county in two ways. 
 
7.1. NCOA Possible Match Report – VR-029 will provide information for possible 

matches in the same format as other potential duplicate reports.  This report will 
be used to identify the individuals that need further verification of address 
information prior to updating the voter registration record. 

 
7.2. To review the NCOA information by voter, as identified on the report, go to 

Voter Registration and enter the Voter ID.  If NCOA information is available for 
that voter, the NCOA/NVRA link on the Residence Address tab will be 
highlighted in blue next to the Standard/Non-Standards dropdown:    
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7.3. To view and process the NCOA information, click on the blue NCOA/NVRA 

link.  The following screen indicates the new address and gives options on what 
should be done with the information is correct and sending the confirmation card.   

 

 
 
 

7.4. Voter Search also provides a list of all non-processed NCOA Addresses in the 
system. 
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SECTION 8:  PROCESSING CONFIRMATION/NOTIFICATION CARDS IN 
SEMS 

 
 Confirmation cards that have been returned to the county must be processed 
according to NVRA guidelines.  The follow steps can be taken in SEMS to complete the 
processing of Confirmation/Notification cards. 
 
8.1.1. Confirmation Cards returned by voter with no changes.  No action is required, 

although you may want to make a note in the comment field. 
 
8.2. Confirmation Cards returned by the voter with address changes.  Go to the 

voter record and update the address information.   The comment section at the 
bottom of the screen can be used to note that information was confirmed by the 
Confirmation Card process on the date received. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8.3. Confirmation Cards returned marked “undeliverable” by postal service.   
Go to the voter record and change the status of the voter on the Registration tab to  

- Status:  Inactive 
- Reason:  Undeliverable Confirmation Card 
 

8.4. Confirmation Cards not returned. 
Go to the voter record and change the status of the voter on the Registration tab to  

- Status:  Inactive 
- Reason:  Confirmation Card Not Returned 
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8.5.      The Registrant Activity Report VR-007 can be printed by user and status to 
document all voters who were made inactive by reason code during a specified 
time period. 
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SECTION 9:  PURGING INACTIVE VOTERS IN SEMS 
 

This purge process involves searching for voter records by inactivation date or for 
inactive voters who have been sent a confirmation card and have been absent in the last 
two Federal General Elections.  The system will provide search results for the voters that 
meet those criteria.   

 
9.1. Accessing the Purge Voters Parameter 

From the SEMS Main Screen, go to System Configuration.   On the left hand 
menu, choose Voter Record, then choose Purge Voters. 

 

 
9.2.  In the Search Inactive Voters section, select one of the following search 

methods: 
- By Inactivation date range: The date the voter records were changed to a status 

of Inactive. Enter the earliest date in the From field and the latest date in 
the To field.  

- Absent in Last Two Federal General Elections: Finds any voters who have not 
participated in the most recent two federal general elections.  

9.3.  Click Search. The first 500 inactive voters who meet your search criteria are 
listed in the Search Results section.  
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The check box next to each returned voter record is checked by default. Checked 
records are the ones that will be purged. 
The Voter count field shows the number of voter records that met your search 
criteria. As you select or deselect voters in the Search Results area, the Selected 
voter count field reflects the number of voters currently selected for purging (that 
is, the number of voters with checked boxes next to their names). 

9.4.  Uncheck any voters whose record you do not want to purge. To uncheck all 
voters on the list, click Select None. To reselect all voters, click Select All. 

9.5.  To view more details about one of the voters on the list, highlight that line, then 
click View Summary.  

9.6.  To obtain a printed report of the voters who met your selection criteria, click 
Print. This produces a report called "Inactive Voters For Purging" (see a sample 
below.) 

 
 
 
 
 
 
 

Page 56 of 58 



     V       VOTER ROLL MAINTENANCE TRAINING 
               Delbert Hosemann  Revision 1.2 

   Secretary of State  January 2009  

 
 
9.7. Click Purge Voters once all names have been reviewed and approved.   At the 

confirmation prompt click Yes. 
 

9.8.  The Registrant Activity Report VR-007 can be printed by user and status to 
document all voters who were purged during a specified time period. 
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