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SVRS 8.0 – Redistricting Checklist 

The Government Accountability Board – Elections Division has now made version 8.0 of the SVRS 
application available for use by Wisconsin’s municipal clerks. This upgrade includes the new districts 
for 2012 based on redistricting.   

This document is a checklist that clerks should follow to verify that their new districts have been set up 
correctly, set up new plans for polling places and reporting units, and verify that all voters have been 
correctly placed in their new districts.  Other data quality checks, including verifying addresses and 
school district assignments, are also included.  

Overview and Contents: 

1) District Combos – Page 2. The first step is to verify that the new district combos and districts are 
correct. Contact the G.A.B. (using the SVRS Incident Reporting website provided below) if there 
are any problems with extra or missing districts – G.A.B. technical staff will have to fix your 
maps. 

2) Polling Place Locations – Page 4.  Polling place locations must be created if your polling 
locations have changed, or if the name of the polling place has changed (usually because the 
district was included in the name and is no longer correct).  

3) Polling Place and Reporting Unit Plans – Page 5. New Polling Place Assignment Plans and 
Reporting Unit plans must be created in every municipality.  

4) Voters with no District Combo – Page 6.  Voters with no district combos must be corrected by 
updating the voter’s address and placing the address in the correct location on the map. 

5) Geocode Exceptions – Page 10. Verify addresses with questionable geocodes (geocode 
exceptions) are placed correctly on the map. 

6) Address/Boundary Exceptions – Page 14. Verify addresses near boundary lines to ensure each 
voter is in the correct district. 

7) School District Exceptions – Page 20.  Fix voters whose school district has been changed by the 
redistricting process. 

8) Address Conversion Issues – Page 22.  Double-check addresses that were changed during the 
data conversion by the post office software.  Most updates will be valid changes, but some will 
need to be corrected. 

9) The Voter Redistricting Trifold Mailing – Page 25 and the Voter Listing for Redistricting Report 
– Page 27.  You can use these directions to create a mailing that will inform voters of changes to 
their districts and polling places.  

10)  Incident Tracker – Page 30.  If you have issues with your data or the usability of the software, 
we have a special SVRS incident tracker set up on the web to collect and prioritize these issues. 
The SVRS Incident Reporting website is located at http://wisapps.wi.gov/sites/GAB/Incident .  Click on 
the words “Create a Service Request” and fill out the incident form that opens.  If you want to attach a file 
to your incident you should send it by email to Svrs@wisapps.wi.gov. 
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1) Verify that new district data is correctly loaded into SVRS 
 

a) In the main menu, click the plus beside Districts and Office Types, and the plus beside Districts. 
 

b) Click on the words District Combos.  
 

c) Right-click on any column header and choose “Best Fit (all columns)” from the menu.  You should see a screen like the 
one below. 
 
 

d) The District Combo Code is in a 
new format – 11111-222-3333-4.  
The first 5 digits are the Hindi 
number, unique to every 
municipality.  The second block 
of 3 digits stands for the ward.  
The new block of 4 digits contains 
the School District Number – in 
the example, 0119 stands for 
Amery School District.  The last 
digit is the split, used for sanitary 
or transportation districts that 
might split a ward into more than 
one section. 

 

 

e) You may also run the District Combo Listing report from SVRS to show you each district combo and the districts 
associated with it.  For directions on how to run that report, see the Districts and Offices chapter of the SVRS Manual.  
 

f) Verify your district data: 
 

1. Do you have the correct number of wards?  If you’ve had an annexation after April, 2010, it was probably not 
included in the data we loaded.  You will have to contact the G.A.B. using the incident tracking website to 
arrange to add the annexed ward(s). 
 

2. Does each ward have the correct number of splits?  If there are 3 school districts in ward one, there should be 3 
district combo codes that start with your Hindi and have 001 in the second block of numbers. There may be 
additional splits if you have sanitary, lake management or transportation districts.  Ask yourself – if absolutely 
every district had a contest on the ballot in the same election, how many ballot styles would each ward have?  
The total number of district combos in that ward should match the number of ballot styles in this situation.  

 

3. Are your Municipality, County, Statewide, Circuit Court, Court of Appeals, and District Attorney districts still 
present and correct?  These districts should not change. 

 

4. Are your new Congressional, State Senate, Assembly, County Supervisory, and Aldermanic Districts (if 
applicable) loaded and correct?  

 

5. Do you see your correct school districts, Technical College districts, Sanitary, Multi-Jurisdictional Judge, Lake 
Management or Regional Transit Authority districts?   

 

6. Verify that there are no duplicates – all district combo codes and descriptions should be unique.  
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g) If your district combo data is incorrect or incomplete: 
 

1. If any districts are missing or incorrect, you cannot change them yourself.   You must contact the GAB by using 
the tracking incident website.  Until you speak with an SVRS specialist, and they tell you to keep working, you 
should not change any polling place locations or fix any voters’ addresses.  

 
2. If you are missing an Aldermanic District, a Tech College District or Multi-Jurisdictional Judge district, those 

will not change the district combo codes.  You can assign polling place locations, and fix voters with incorrect 
addresses, and you will not have to fix them again.  

 
3. If you are missing a Sanitary District that holds elections, or a Regional Transit Authority District, your district 

combos will change once the new districts are added.  If the district has an election in February or April 2012, it 
is high priority and you should report it to the G.A.B., noting when the next election will occur.  If the district 
will not be on the ballot this year, it is a lower priority.  You should finish all of your redistricting work without 
that district being added.  
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2) Verify that Polling Place Locations are updated and assigned to the correct 
wards 
 

a) First, go to the Polling Place Locations node in the main menu.  Hit the Search button to find all available polling 
places.  
 

1. Verify your polling place Description.  If you are changing the ward or other district that the polling place 
is assigned to, and the district is part of the Description (like in the example below), you will have to 
create a brand new polling place location record with the new district name instead of simply changing the 
old polling place location.  This is because 2012 could see State Senate or Gubernatorial recalls in the old 
districts, and the old polling place locations for those districts will have to be saved and available for use. 

 
Note that entering district names in the Polling Place Location Description is optional – it’s basically for the 
convenience of larger municipalities that may print multiple poll books for the same polling place.  Smaller 
municipalities, especially if they have only one polling place, do not have to enter district names in the description.  

 
2. If your polling places remain the same, you do not have to change them.  You should still create a brand new 

Polling Place Assignment Plan and Reporting Unit Plan.  
 

3. If you need to add a new Polling Place Location record, please follow the directions in the Polling Places 
chapter of the SVRS manual.  

 

4. It may be helpful to insert “2012” in the name of the polling place.  For example “Ward 1 – Fire Station 2012.”  
That way you can tell new polling places from old ones.  You can continue to use these polling places in 2013 
and after, the 2012 is just to let you that the polling place was created for updated districts.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

                           SVRS 8.0 – Redistricting Key Changes 

 

Redistricting Checklist Page 5 1/27/2012

 

 
b) Once all Polling Place Locations are correct, add them to each ward as the Normal Polling Place Location.    

 
1. In the main menu, click the plus (+) beside Districts and Office Types and the plus beside Districts.  

 
2. Click on Ward.  

 
3. Verify that each ward has the correct polling location listed in the Normal Polling Place Location column. 

 
4. If any ward has the wrong polling place, or no polling place assigned: 

 
A. Double click on the record to open it.   

 
B. Choose the correct polling place from the Normal Polling Place Location dropdown. 

 
C. Save and Close. 

 

  
c) Follow the directions in the Election Setup Chapter of the SVRS Manual to create new Polling Place Assignment Plans 

and Reporting Unit Plans. 
 

1. Whether or not your polling place names and wards have changed, do not alter old Polling Place Assignment 
Plans or Reporting Unit Plans. You may need the old data in case of recall elections. Instead, create new plans. 
 

2. It may be helpful to put “2012”in front of the name of the new plan, for example: “2012 Spring Elections” or 
“2012 General Elections.”  You can continue to use these plans in 2013 and beyond, the “2012” is just to let 
you know the plan was created for the updated districts.  However, every old plan has been renamed “OLD” so 
you can tell older plans from new ones.   
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3) School Districts and Multi-Jurisdictional Judge Districts will be entered at the 
state level this year.  
a) Because School Districts and Multi-Jurisdictional Judge districts have changed, there will be new directions on how 

to add school district contests and referendum, and MJJ contests.  Please do not set up any School District or 
Multi-Jurisdictional Judge contests.  Counties should send the G.A.B. Help Desk a copy of all school district and 
MJJ district contests and candidates for February and April.  

4) Make sure all voters have a verified address, and they are located in the correct 
district combo. 

 
a) To find voters with no District Combination, you can search in the Voter node or run a report.     

 
1. You can use the Voters with No District Combination report to find voters who have not been assigned a 

District Combo.  Follow the directions in the current Address Ranges chapter of the SVRS Manual.   
 

2. You may also search for all voters in the Voter node.  For example, in the City of Rice Lake, enter each letter of 
the alphabet and click the Search button.  Left-click with your mouse on the District Combo column header to 
sort all voters by District Combo.  Voters with a District Combo of 1 will be grouped together (at the bottom of 
the list if your Hindi number starts with a “0,” or at the top of the list if your Hindi starts with a “1” or higher.)  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Make sure to check the number of records returned at the top and bottom of the search grid.  If the number is 
over 1,000 records, you are not seeing all possible records, and you may be missing some voters.  You can 
divide the search by Age (located on the Other tab) if you wish.   
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You may also see some voters with a blank District Combo code.  There was an error when the district combo 
was loaded for these voters.  You cannot change the addresses for these voters in the voter record.  The best 
way to fix them is to add another voter application, link to the existing voter record, and manually select the 
district combo for their address.  

 

3. Fix your voters with no District 
Combination:  
 

A. Search for the voter and 
open up the voter record.  
You should see an 
address like the one 
shown.  
 

B. Click the Home Address 
button to open up the 
Address Detail Screen.  
Click the Map button to 
see a map of the voter’s 
address.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

C. Use the map to pinpoint the address in the correct location.  Click on the flag and drag and drop it to 
its correct position.  (Even if the position looks correct, you should always move the flag slightly to 
ensure that SVRS districts it properly). Once you have placed the flag correctly, click the “X” in the 
upper right-hand corner to close the map screen.  When you see the message below, click “Yes.”  
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D. On the Address 
Detail screen, click 
OK. 
 

E. Make sure that the 
district combo code 
assigned shows the 
correct ward and 
school district.  
 
 
Note the green pencil icon in the lower left hand corner of the address field.  The green pencil means 
that the address has been manually districted.  In the past, we asked clerks not to use the green 
pencil, but now it is fine to use.  

 
 
Note also that when you district one voter, every voter at that address will be moved to the same 
district combo.  This will not work for apartments or trailer parks, since each lot/unit has is a unique 
address. 
 

F. If the map 
function does not 
work (because 
SVRS does not 
recognize the 
address), or you 
cannot find the 
correct location 
on the map, you 
can select the 
correct district 
combo from the 
dropdown on the 
Address Detail 
screen.  
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G. If you see a voter record in the search grid with a blank district combo, you cannot fix the address 
from the Voter record.  You can add a new voter application, link to the existing voter record, and 
assign a district combo that way.  
 

 
 
Some resources and suggestions: 
 

1) If you aren’t sure which district a voter lives in, you may be able to check the County GIS website or a City 
Planning website for better information.  County GIS systems can often locate a parcel even if the post office 
doesn’t recognize the address or Bing or Google maps cannot locate it.  
 

2) If you have a paper or electronic map of your municipality, you can often find the address on that map and verify the 
correct location, even if the map shows old wards or other districts.  If you then go into SVRS, you can place the 
address in the correct location, in the new district.  

 
3) Some County GIS systems and City Planning Departments may be able to give you a list of addresses in the updated 

wards.  It can be very helpful to compare this list of addresses to the maps in SVRS.  
 

4) If there are any questions about which school district an address is in, the tax assessor will have the final answer.  
 

5) Counties and other Providers will have to communicate to their Reliers any unresolved questions they have about 
district lines. As always, Reliers should be informed of changes. It’s recommended that a Voter Listing with 
Districts report be run for each Relier after redistricting changes are complete.  
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The Geocode Exceptions Report 
 

This report can be generated from both the municipal and county jurisdictional levels in SVRS.  It will show addresses that have 
been assigned a district combo, but may not have been placed in the correct districts.  Those addresses should be placed on the 
map either from the District Combos screen or the Voter record screen of one of the voters living at that address. .  

 

1. On the Menu tree, click the 
Reports node.  

 
2. On the Quick Tasks pane, click 

Print Reports.  
 

3. Leave the report Category set to 
Voter, and select Geocode 
Exceptions from the list. 

 
4.  Click Next.  
 
 
 
 
 
 
 
 
 
 
5. Filter your report. 
 

a. If you work for a single municipality, you do not need to Filter this report.  It will automatically display only 
address with Active voters that may not have been geocoded correctly. If you work for a County provider, you can 
use the Jurisdiction Name field to look at one municipality at a time. Click the Custom button next to the Filter 
drop-down list.  

 
 

b. (Optional) Enter the filter 
shown (with the correct 
jurisdiction name, followed by 
an asterisk) to see one 
municipality only. 

 

 

c. (Optional) You may also use the DistrictComboCode field to look at a single ward or municipality.  Select 
DistrictComboCode, Equals, and the beginning of the district combo code, followed by an asterisk.  For 
example, DistrictComboCode, Equals, 03038* will show all addresses in the Town of Rice Lake, and 
DistrictComboCode, Equals, 02201-002* will show all addresses in the City of Ashland, Ward 2.  

 
d. Click Use Filter. 

 
 

For directions on how to save filters and sorts for future use, see the Reports chapter. 
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6. (Optional) Sort your report. Most municipalities will have only a handful of Geocode Exception addresses.  Only large 

cities and municipalities with an unusually high number of geocode exceptions will have to sort this report.  
 

a. Click the Custom button next to the Sort By drop-down list.  
 

b. Copy the Sort 
displayed. Note that 
Counties should sort 
by JurisdictionName, 
ASC, to put each relier 
municipality’s 
addresses in order. 
Municipalities may 
omit this line.  

 
c. Click Use Sort.   

  
 

7. Click the Printer Setup button and verify that 
your printer settings are correct.  Once they are 
correct, click Save Settings.  

 

8. Click the Print Now radio button.  

 

9. Click the Print button. 

 

10. The Print or Export is Complete! dialog box 
will open. Click OK.  

 

 

For further information on printing and exporting a report, see the Reports chapter.  

 

A sample of the 
Geocode Exceptions 
report is shown.  Note 
that under each address, 
the voters who live at 
that address are listed by 
name.  
 

For addresses listed on 
this report, you should 
verify their correct 
location on the map, or 
their correct ward and 
school district.  
 

All addresses, even the 
ones in the correct 
districts, must be 
confirmed by following 
the directions below.    
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Check Geocode Exceptions from the District Combo screen: 
 

1. On the Menu tree, 
click the plus (+) by 
Districts and Office 
Types.  

 
2. Click the plus (+) by 

Districts.  
 

3. Click on District 
Combos. The District 
Combos in your 
municipality will be 
shown in the grid on 
the right.  
 

4. Use the bottom scroll bar to move to the right.  The last column displayed is the Invalid Geo Count column.  If all of 
the District Combo records have a zero in this column, your geocode work is complete.  Follow the directions below 
for any district combos that do have addresses with invalid geocodes.  
 

5. Double-click to open the District Combo record.  
 

6. Click on the Mapping tab.  
 

7. Click the Icon with the Blue Flag labeled “Get voters for the district with incorrect geo location.”  Red and orange 
flags will appear to show addresses with bad or questionable geocodes.  
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8. Right-click on a flag to show address and district 
information.  
 

9. If the address belongs in this District Combo, you may 
drag and drop the flag to the correct location on the 
map.  The flag will change from orange or red to green.   
 

10. If the flag has been placed in the proper location, click 
the Disc Icon to Save your change. 
 

You can change multiple addresses in this screen and 
save them all at once.  
 

11. If the address does not belong in this District Combo, 
you can click the District Combo tab on the 
information screen.   
 

12. Click Change District Combo and select the correct 
District Combo from the dropdown list.  

 
13. Then click Change.  

 

14. Click the Disc Icon to Save your change.  
 

 

 

 

 

 

 

 

 

 

 

 

15. Whenever you Save a change to any 
addresses, you will see a confirmation 
screen like the one shown.  Click Ok to 
confirm the changes.  
 

16. When you have updated all of the 
exception flags, you should Save and 
Close the District Combo record and 
move on to the next District Combo.  

 
17. When you have finished this process for 

all District Combos, you have fixed your 
geocode exceptions and may move on to 
address exceptions.  
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The Address (Boundary) Exceptions Report 
 

This report shows addresses that are very close to district or municipal borders.  Most will be in the correct district.  
However, they will need to be verified and some will need to be corrected.  After you have generated this report, you can 
verify the addresses on each street, then confirm these addresses by going to the mapping tab of the District Combo record.  
This report can be generated from both the municipal and county jurisdictional levels in SVRS.  

 

1. On the Menu tree, click the 
Reports node.  

 
2. On the Quick Tasks pane, click 

Print Reports.  
 

3. Leave the report Category set to 
Voter, and select Address 
Exceptions from the list. 

 
4.  Click Next.  
 
 
 
 
 
 
 
 
 
 
 
5. Filter your report. 
 

a. If you want to see all of the address boundary exceptions for your entire municipality, you do not have to Filter 
this report.  Because larger municipalities may have thousands of address boundary exceptions, they may want to 
filter for only a single ward or district combo at a time. If you work for a County provider, you should look at only 
one municipality at a time.  Make sure the Active Jurisdiction is set to the correct Relier municipality before you 
run this report.  
 

b. If you wish to filter this report, click the Custom button next to the Filter drop-down list.  
 

c. Enter the filter shown (with the correct district combo code) to see one district combo’s address boundary 
exceptions.  

 
d. (Optional) If you have 

multiple school districts 
in a ward, and you want 
to see the entire ward at 
once, enter And; 
DistrictComboCode; 
Equals; and the first 8 
digits of the District 
Combo Code followed 
by an asterisk (like 
20226-001*). 

 
e. Click Use Filter. 

 

For directions on how to save filters and sorts for future use, see the Reports chapter. 
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6. Sort your report. 
 

a. Click the Custom button next to the Sort By drop-down list.  
 
b. Copy the Sort displayed. 

Note that using the 
DistrictComboCode field 
on the first line will sort the 
report first by ward, then by 
address.  You may omit this 
line if you have a small 
municipality, or if you 
already filtered for just one 
district combo or ward.  

 
c. Click Use Sort.   

 

 

7. Click the Printer Setup button and verify that 
your printer settings are correct.  Once they are 
correct, click Save Settings.  

 

8. Click the Print Now radio button.  

 

9. Click the Print button. 

 

10. The Print or Export is Complete! dialog box 
will open. Click OK.  

 

 

For further information on printing and exporting a report, see the Reports chapter.  

 

A sample of the Address Exception report is shown.  
 

Note that by each address, the 
distance to the border is listed in 
feet.  Generally, the smaller the 
distance to the border, the more 
likely it is that there is an error.  
You can also see the number of 
voters at each address.  

 

You can use this report to check 
street by street – first verifying 
that the street is in the correct 
ward.  If the street is a border 
between wards, you can verify 
that even numbers are all placed 
in one ward, and odd numbers 
are all placed in another.   
 

To fix any addresses that are in an incorrect ward, you can to go the District Combo mapping screen, and move one or 
more address flags to the correct spot, as described below.  Fixing these exceptions one by one by updating the district 
combo in the voter’s address will work, but will usually take much longer.  
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Check and fix Address Exceptions from the District Combo screen: 

 

1. On the Menu tree, 
click the plus (+) by 
Districts and Office 
Types.  

 
2. Click the plus (+) by 

Districts.  
 

3. Click on District 
Combos. The District 
Combos in your 
municipality will be 
shown in the grid on 
the right.  
 

4. Use the bottom scroll bar to move to the right.  The second to last column displayed is the Exception Count column.   
 

5. Double-click to open the District Combo record.  
 

6. Click on the 
Mapping tab.  
 

7. Click the Icon with 
the Red Flag labeled 
“Get voters near 
district border not 
yet verified.”  
Green and orange 
flags will appear to 
show addresses 
within 50 meters of 
a district combo 
boundary.  
 

8. Right-click on a flag 
to show address and 
district information.  
 

9. Click the plus to 
zoom in (so the flags 
are further apart and 
you can select them 
more easily).  
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10. You may verify the address in one of four ways: 
 

a. If the address flag is in the wrong place, you may drag and drop the flag to the correct 
location on the map.  The address flag will get a black “hat”, and will show a checkmark.   
Skip to step 12 to save.  
 

b. If several addresses are in the correct location, but the wrong district, (because the map lines 
are wrong), you may right-click on each address flag to open the info screen. 

 

i. Click on the 
District Combo 
tab.  
 

ii. Click Change 
District Combo. 

 

iii. Click the gray 
button at the right 
to open the 
dropdown list.  

 

iv. Select the correct 
district combo 
from the 
dropdown.   

 

v. Click Change. 
 

vi. Repeat as 
necessary.  After 
you have changed 
several addresses, 
click the Disc Icon 
to save.  

 

c. If the address is in the right place, you may click the icon showing a Blue Flag with a plus sign. If you hover 
over this button, it will say “Enable multiple selection to verify voter.”  Then left-click on each address you 
want to verify.  Each address flag will show a checkmark.  In the example shown, I have checked the Address 
Exceptions report for Broadway Ave, and verified that every address is correctly placed in Ward 1. I can 
click all seven addresses to verify them at once.  
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d. If the addresses are in 
the right place, you 
may also select an area 
to verify, rather than 
clicking on each 
address flag.  First 
click on the icon 
showing a Blue Flag 
with a plus sign.  
Then left-click on the 
place where you want 
to start your rectangle.  
Move the mouse and 
left-click again when 
the purple box covers 
just the addresses you 
want to verify.  Once 
you left-click again, 
the addresses flags will 
display checkmarks to 
show that they have 
been verified.  

   

 

11. You may also move address flags into neighboring district combos (within your municipality only), if that is where the 
address is really located.  Once you save and close, the address will be moved to the correct district combo.  If you try 
to move an address flag outside of your municipality, the address will be given no district combination and the voter(s) 
will not show up on the poll list.  However, if your municipal boundaries are incorrect on the map, you may place the 
address flag in the correct location on the map, but you must then manually assign a district combo in the voter record.    
 
If an address is in the correct location on the map, but the district combo is wrong, you should not move the address 
flag.  Instead you must manually reassign the district combo code in the voter record or on the map screen.  
 

 

Click the icon to “Get adjacent districts” if you would like to 
see the district combos surrounding the one you’re working 
with.  This will show not only other wards in your municipality, 
but also other district combos in neighboring municipalities.  
  
 

 
12. Once you have 

changed the desired 
addresses, click the 
Disc Icon to Save 
your change. Do not 
use the Save and 
Close button in the 
upper left corner.  
This will not save 
your changes.  
 

The Save button will turn gray after you click on it.  If you click the 
blue address flag with the plus beside it, that says “Enable multiple 
selection to verify voter” then the Save button will become active 
again.  
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Save small groups of updated addresses, 
rather than larger groups.  If you try to 
validate too many addresses at once, you 
may get a “time out” error and lose some of 
your work.  If this happens, close the 
mapping screen and reopen it to see how 
many addresses have been verified.  

 
13. A Save Dialog box will appear.   

Verify the addresses location and districts for the 
listed addresses by pressing Ok.  
 

The updated addresses will disappear from the 
district combo map, leaving only addresses that 
you have not yet verified.  
 
 

Note that many of the address flags you see from the current district combo 
map will actually belong in neighboring districts. For example, the map at the 
right is Ward 1 in the City of Wisconsin Rapids, and shows the border 
between Ward 1 (in pink) and Ward 5 (in gray). The three checked addresses 
belong in Ward 5, but they can be verified from the Ward 1 map to save work 
later.   
 
 

 

14. When you have updated all of the address exception flags, you should Save and Close the District Combo record and 
move on to the next District Combo.  

 
15. When you have finished this process for all District Combos, you have fixed your address exceptions and may move on 

to school district exceptions.  
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The School District Exceptions Report 
 

This report can be generated from both the municipal and county jurisdictional levels in SVRS.  It will show addresses and voters 
that were previously in one school district in SVRS, but who have changed to a new school district during the redistricting 
process.  Note that redistricting does not affect school district lines, so ideally no voters should change school districts. However, 
the new school district maps are not perfect, and voters near the border may be placed in the wrong district. Most listed voters 
will need to have their address manually districted to the old school district. A few voters may have been in the wrong school 
district before, and their new school district is the correct one.  For those voters, no action is required, but it is a good idea to 
inform the voter of the change before the next school district election.   

 

1. On the Menu tree, click the 
Reports node.  

 
2. On the Quick Tasks pane, click 

Print Reports.  
 

3. Leave the report Category set to 
Voter, and select School District 
Exceptions from the list. 

 
4.  Click Next.  
 

 

 

 

 

 

 
5. (Optional) Filter your report. 

 
a. If you wish to filter this report, click the Custom button next to the Filter drop-down list.  If you do not filter, you 

will see all voters whose school districts have changed on the new maps in SVRS.  
 

b. If you wish to filter for 
an entire municipality, 
enter And, 
DistrictComboCode, 
Equals, and the hindi 
number followed by an 
asterisk.  In the 
example, 54002* will 
bring up every 
exception in the Town 
of Avon in Rock 
County.  54002-001* 
would bring up 
exceptions, but only in 
Ward 1.  
 

c. If you wish to filter by the School District, enter And, OldDistrictDesc, Equals, and the name of the school 
district with an asterisk on either side (the example *Brodhead* will pull records for the School District of 
Brodhead or Brodhead School District).   

 
d. Click Use Filter. 

 

For directions on how to save filters and sorts for future use, see the Reports chapter. 
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6. Sort your report. 
 

a. Click the Custom button next to the Sort By drop-down list.  
 
 

b. Copy the Sort displayed. This 
will put the report in order by 
the previous school district, 
then the current school 
district, then the Street Name 
and House Number. This 
should group addresses 
geographically so they can be 
verified together.  

 
c. Click Use Sort.   
 

7. Click the Printer Setup button and verify that 
your printer settings are correct.  Once they are 
correct, click Save Settings.  

 

8. Click the Print Now radio button.  

 

9. Click the Print button. 

 

10. The Print or Export is Complete! dialog box 
will open. Click OK.  

 

 

For further information on printing and exporting a report, see the Reports chapter.  

 

A sample of the School District Exceptions report is shown.  
 
In the example shown, one apartment complex has been placed in the Oregon School District, even though it used to be in the Madision 
Metropolitan School District.  The clerk should verify which school district is correct for that location (when in doubt, check with the tax 
assessor).  If the old district is correct, the clerk must go into every voter record and manually district their address to the correct district 
combo.  

 
 
 
 
 
 
 
 
 
 
 
 
 

If you are missing a district combo for that ward and school district, so you can’t put voters into the correct school district, you must 
contact the G.A.B. for help.  If there are very large numbers of voters in the wrong district, you should check with the G.A.B. to see if it’s 
possible to fix the map lines.    
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The Address Conversion Changes Report 
 

During the redistricting process, addresses in SVRS were verified by United States Post Office software, and many addresses 
were updated.  In most cases, the new addresses are correct, but any changes should be double checked for accuracy.  Only 
addresses that were changed in some way will show up on the reports – if an addresses did not change, it will not be included. 

This report will not be run out of SVRS.  Instead, the G.A.B. will distribute spreadsheets to all clerks showing addresses that 
have been changed.  The spreadsheet will have multiple tabs covering different addresses in SVRS, including voter home 
addresses, voter mailing addresses, and absentee addresses.  If an address appears on the spreadsheet, it just means that 
something has changed, but the updated address may be correct.  If you locate an incorrect address, please correct it in the 
appropriate record.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A checklist for verifying converted addresses: 
 

1. Verify all Polling Place Location Addresses.  
 

A. Click on the Polling Place Location Addresses tab of the spreadsheet and follow the steps above to 
identify Polling Place addresses that have been changed.  
 

B. If the new address is incorrect, you must fix it from the Polling Place Locations node in the main 
menu.  Search for and open the polling place record, then correct the address. You do not need to 
validate an absentee mailing address (the red circle is ok).  
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2. Verify all Voter Home Addresses. 
 

C. Compare the old address and the new address in the Voter Home Address tab of the spreadsheet.  
 

D. Some common reasons an address may be changed, but may still be correct: 
 

1. The word “East” or “West” has been changed to an “E” or a “W”.   
2. The “N” or “S”, “E” or “W” has been added or removed to match the Post Office’s name for 

that street.  
3. The Street Type has changed, for example DR (drive) is now RD (road), again to match the 

Post Office’s name for that street. 
4. A half or letter has been combined with the street number.  

 

E. Please double check all “State Road” or “State Highway” addresses on this list to make sure the 
Highway number didn’t get moved into the apartment number field.  
 

F. If the new address is correct, you don’t have to do anything.  
 

G. If the new address is incorrect, you must go to the voter record and update the Home Address field.  
Please make sure that the address is districted correctly (you see a green checkbox or pencil, and the 
district combo shows the correct ward and school district).  

 

3. Verify all Voter Mailing Addresses. 
 

H. Click on the Voter Mailing Address tab of the spreadsheet and follow the steps above to identify 
mailing addresses that have been changed.  
 

I. If the new address is incorrect, you must go to the voter record and update the Mailing Address 
field. You do not need to validate a mailing address (the red circle is ok).  

 

J. Some common issues with mailing addresses: 
 

5. PO Box addresses show the PO Box 
number first in the Mailing Address 
field, but will print in the correct 
order on voter mailings and absentee 
ballot labels. You do not have to try 
to correct these addresses.  
 

6. If you need to add information to the mailing address, you can add it to the Address Line 2 
field, and it will show up after the house number and street name information.   

 

7. If you want to add information to the mailing address, and need it to show up before the house 
number and street name (usually for “care of” or the name of an organization): 
 

 
a. Click the Mailing Address button in 

the voter record. The Address Detail 
screen will open.  
 

b. Change the Format to Non US Address.   
 

c. Enter the correct address.   Any format will be accepted. 
 

d. Click OK.  
 

e. Save and Close the voter record.  
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4. Verify all Absentee Addresses. (This is only necessary if you use SVRS for absentee).  
 

K. Click on the Absentee App Mailing Address tab of the spreadsheet and follow the steps above to 
identify absentee addresses that have been changed.  
 

L. If the new address is incorrect, you must fix it from the main Absentee Applications node, or the 
Absentee Applications node underneath a current election.  Search for and open the absentee 
application record. You do not need to validate an absentee mailing address (the red circle is ok).  
 

 
M. If the new address is incorrect, you must go to 

the voter record and update the Mailing Address 
field. You do not need to validate a mailing 
address (the red circle is ok).  

 

N. Some common issues with absentee addresses: 
 

8. Note that the Home Address and the 
Voter Mailing Address cannot be edited 
from the absentee application.  You must 
click the Go to Voter button and change 
those addresses in the Voter record if they 
are incorrect.  
 

9. If you need to add information to the 
absentee address, you can add it to the 
Address Line 2 field, and it will show up 
after the house number and street name 
information.   

 

10. If you want to add information to the absentee address, and need it to show up before the 
house number and street name (usually for “care of” or the name of an organization), or for 
international addresses: 

 
a. Click the Absentee Address button. 

The Address Detail screen will open.  
 

b. Change the Format to Non US Address.   
 

c. Enter the correct address.   Any format will be accepted. 
 

d. Click OK.  
 

e. Click Quick Tasks and Process the absentee application 
as Approved.  

 
 
As of 1/9/2012, there is a problem saving brand new absentee addresses in absentee 
application.  When first adding an absentee address, please do not open the Address Detail 
screen.  Add the address directly in the absentee application screen.  After processing the 
application, please open the record again and verify that the absentee address has been saved.  
For international addresses, you may have to add an incorrect absentee address, process the 
application, then open up the Address Detail screen, select Non US Address, and change the 
address to the correct value.   Only brand new absentee addresses seem to have this problem, 
updating an absentee address should work correctly.  
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Generate the Voter Redistricting Trifold Mailing  

 
It is a good business practice to send a notice to voters whose polling places or districts have changed because of 
redistricting.   This is not required by law, so it is up to the discretion of the clerk.  The G.A.B. has created a mailing, 
called the Voter Redistricting Trifold Mailing, for clerks to send to affected voters.  It is a letter meant to fit into a 
windowed envelope.  If you wish to send a postcard instead, see the directions in the next section.  

 

In the following example, you must 
create a letter for a ward or entire 
municipality.  Since there are over 
1,000 voters, you cannot use the data 
grid. Instead you will use the Labels 
and Mailings node.  If wish to send 
the letters to under 1,000 voters, you 
can search for all of those voters in 
the voter search grid, select them all, 
and choose the Send Mailings quick 
task. Then follow the directions below, 
starting on Step 3.  

 
Before you print this mailing, make 
sure all data cleanup is finished.  
Voters with no district combo will not 
show up on this report, and voters in 
the wrong districts will get incorrect  
information.  
 

1. Click on the Labels and Mailings node.  
 
2. Click on the Generate/Print Mailings Quick Task. 
 
3. Choose the mailing Category. In this example, you will choose Voter Information. 
 
4. Select Voter Redistricting Trifold Mailing from the dropdown list.   
 
5. Click Next to continue. The Create Mailing task pane will appear. 
 
6. Filter your mailing: 
 

a. Click the Custom button next to the Filter drop down.  
 
b. Copy the filter displayed below. This will produce a label only for Active voters in Ward 2 in the City of 

Cedarburg.  Note for the district combo code, use your own municipality’s distict combo code.  46211-002* is 
used as an example.  46211  represents the municipality’s hindi, and -002* represents all voters in ward 2.  

 

c. If you want to print letters 
for active voters for the 
entire municipality, omit 
the second line.  

 

d. Click Use Filter.  
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7. Sort your mailing: 
 

a. Click the Custom button next to the Sort By drop down. 
 
b. Copy the Sort displayed. 

This will put the voters in 
order by district combo, 
then in alphabetical order 
by name. (If you filtered 
the mailing to print a 
single district combo, you 
may omit the first line.) 

 
c. Click Use Sort. 

 
8. Click the Printer Settings button and select a printer, or set up a file to export. Click Save Settings when you 

are done. 
 
9. The labels can be printed now or later.  Usually, you will wish to select Print Now and OK.   You will see a dialog box 

telling you that your mailing has been marked as printed.  
 

 
A sample of this letter is displayed. Note that 
it lists the Municipality, Ward, Aldermanic 
District (if any), County Supervisory, 
Assembly, State Senate, and Congressional 
District.  If the voter lives in a school district 
with a separate elementary school board and 
union high school board, both school 
districts will be shown.  
 
Make sure that you have updated the Normal 
Polling Place Location in the Ward Detail 
record before you run these letters. See the 
Polling Places chapter of the SVRS Manual 
for directions.  
 
 
 
 
 
 
 
 
 
 
 
The bottom of the letter will show your contact information, pulled 
from the Clerk Contact and the Municipal Contact record in the 
Jurisdictions node of SVRS.   You may temporarily change the email 
address or phone number before you run these letters if you want 
special contact information to appear. See the Contacts chapter of the 
SVRS Manual for help.  
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Generate Redistricting Postcards using a Mail Merge 

 
If you’re looking for a more economical alternative to the trifold letter, you may choose to design your own postcard.  
If you run the Voter Listing for Redistricting report, you may export it to Excel format and use a mail merge to bring 
the correct voter, district, and polling place data into your postcard document.   

 

Run the Voter Listing for Redistricting Report 
 

1. On the Menu tree, click the 
Reports node.  

 
2. On the Quick Tasks pane, click 

Print Reports.  
 

3. Leave the report Category set to 
Voter, and select Voter Listing for 
Redistricting from the list. 

 
4.  Click Next.  
 

Before you run this report, make sure all  
data cleanup is finished.  Voters with no 
district combo will not show up on this 
report, and voters in the wrong districts 
will get incorrect information.  

 
 
5. Filter your report. 

 
a. Click the Custom button next 

to the Filter drop-down list.   
 

b. Copy the filter shown. The first 
line will limit the report to only 
active voters.  The second line 
is optional. If you wish to 
include the entire municipality, 
omit the second line.   

 

If you wish to limit the report to only one ward, enter your hindi number and the ward, followed by an asterisk.  In 
the example, 20276-001* will return every voter in the City of Ripon, Ward 1.   

 
c. Click Use Filter. 

 

For directions on how to save filters and sorts for future use, see the Reports chapter. 

6. Sort your report. 
 

a. Click the Custom button next to the Sort By drop-
down list.  

 
b. Copy the Sort displayed. This will put the report in 

order by the district combo, then the voter’s last name 
and first name.  

 
c. Click Use Sort.   
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7. (Optional) An Alternative Sort: 
 

d. Click the Custom button next to the 
Sort By drop-down list.  

 
e. Copy the Sort displayed. This will 

put the report in order by the district 
combo, then the voter’s address.  
You can use this sort to verify that 
streets are in the correct districts.   

 
f. Click Use Sort.   

 
 

 

8. Click the Printer Setup button and verify that your 
printer settings are correct.  Once they are correct, 
click Save Settings.  

 

If you are going to do a mail merge using this 
report, you must choose Export To File and make 
sure the Render Format is Excel. For further 
information on printing and exporting a report, see 
the Reports chapter.  

 

 

9. Click the Print Now radio button.  

 

10. Click the Print button. 

 

11. The Print or Export is Complete! dialog box will 
open. Click OK.  

 

12. Prepare your report for merging: 

 

A sample of the Voter Listing for Redistricting report is shown.  
 
Note that the voter information, districts, and polling place information are all displayed.  If you are going to merge this report into another 
document, you may want to use the Find and Replace feature in Excel to change the school district code that’s provided.  In the example, 
you might replace the CSCH (Common School District) number “4872” with the words “Ripon Area”, because voters will understand that 
better.   
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13. Create a sample postcard 
document to merge into: 

 
The sample shown gives you an 
example of a postcard’s layout and 
the information that should be 
included.  
 
You will have to create your own 
postcard, or have a printing company 
create one for you.  The G.A.B. 
cannot create postcards for you or 
verify that your sample is acceptable 
to the post office.  

 
 
 
 
 
 

14. Open the report you exported above and the postcard document you created.  Use the Mail Merge function to 
bring the names, addresses, districts, and polling place information from the spreadsheet into the postcard 
document.  

 
 
The G.A.B. only supports SVRS, not other software. If you have trouble with a mail merge, you may try the help 
function in your word processing program, or perhaps another person in your office can help you. If you are 
printing a large number of postcards, normally the printing company will be able to assist with this process. G.A.B. 
staff will assist with issuing the Voter Listing for Redistricting report, but not the mail merge process.  
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Use the Incident tracker to enter any problems with your districts or the software.  
 
We expect G.A.B. staff to be very busy conducting trainings and answering clerk questions.  If you have an error, please 
report it through our special incident tracker, so we can prioritize and fix any data or software issues while minimizing time 
on the phone.  

 
 

1) First, go to this website: http://wisapps.wi.gov/sites/GAB/Incident. 
 

2) Next, click the Create a Service Request link in the upper left-hand corner.  
 

3) Enter in your issue as 
shown in the sample:  
 

It always helps to have 
specific information about 
an error.  If it’s a particular 
voter record or district line 
that is incorrect, please 
include the voter’s name 
and registration number, or 
identify the district and 
problem.  

 

If you want to attach a 
screenshot or another file 
explaining the issue, you 
must send it by email to 
Svrs@wisapps.wi.gov. 

 
4) Click OK. 

 
 
 

 
5) If you have questions that are not related to testing incidents, you can call the G.A.B. Help Desk at 608-261-2028.  

Otherwise, please use the Incident Tracker website to document any redistricting issues. 
 


