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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 new version 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. 

Overview: 
1) 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 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) New Polling Place Assignment Plans and Reporting Unit plans must be created and must begin 
with “2012.”  
 

4) 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) Other data quality tasks will follow shortly. 
 

6) 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. 

 

http://wisapps.wi.gov/sites/GAB/Incident
mailto: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 School district, a Sanitary District that holds elections, or a Regional Transit Authority 

District, your district combos will change once the new districts are added.  For example, if you fix voters’ 
addresses and assign them to a district combo that does not include the Sanitary District, you may need to 
change those voters again once the Sanitary District is loaded into SVRS. You may have to fix voters 
immediately if you have a primary in February 2012, but it’s better to wait, if possible. Check with the GAB on 
the status of your data.   
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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.  
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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. Make sure 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.  This will allow us to archive older plans without affecting newer 
plans.  
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3) DO NOT inherit the 2012 Spring Primary in SVRS until after January 10th, 2012.  
Many counties and municipalities may not have a Spring Primary, and you 
should not inherit the election in SVRS until you know you have a contest on the 
ballot. 
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.  The G.A.B. will provide those directions by 
January 10th.  In the meantime, please do not set up any School District or Multi-Jurisdictional Judge contests.  

b) Once you know that you will be having a primary in February, please contact the G.A.B. right away.  We will 
prioritize those counties and municipalities that have elections in February, and make sure their districts and voters 
are corrected first.   

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.)  
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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.   
 
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.  
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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.”  

 

 

 

 

 

 

 

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.  The voter will show up on the poll list for that ward, 
but a manually districted address will not update if your district lines are changed.  For example, a 
voter is manually districted to Ward 11, Split 1, with no sanitary district.  If a sanitary district is 
added to SVRS, even if the voter’s location on the map would place them in the Sanitary District, 
they will remain in the original district combo, without the Sanitary District.  Voters with the green 
checkbox icon will update whenever district combos are changed. 
 
Note also that when you district one voter, every voter at that address will be moved to the same 
district combo.   
 

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 address with a 9 digit district combo, an error has occurred.  DO NOT save the 
record.  You may open up the Address Detail screen and choose the correct 13-digit district combo 
code.  

 
 
 
 
 
 
 
 
 
 
 

H. 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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Once all of your voters with no District Combo have been fixed, there will be other data validation 
tasks to complete.  Instructions on these tasks will be part of Phase Two of the redistricting 
deployment.  
 

1) Geocode Exceptions – addresses with a district combo that may not have been assigned in the correct location on the 
map. 
 

2) Boundary/Address Exceptions – addresses near the border between districts that could have been assigned to the 
wrong ward or school district. 

 
3) School District Exceptions – addresses that were previously in one school district, but now are attached to another 

school district.  
 

4) Address Conversion Exceptions – addresses that were updated in the conversion process and were changed.  These 
should be corrected addresses, but clerks will have to verify that the changes are correct. 

 
5) A mailing will be available for clerks to notify voters that their districts and polling places have changed.  

 
6) Other, normal SVRS work, like entering new voter applications and checking on felon and death record matching, 

needs to be done before printing poll books for the next election.   
 

The G.A.B. will send out an update when clerks can begin these data validation procedures.  
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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. 

http://wisapps.wi.gov/sites/GAB/Incident
mailto:Svrs@wisapps.wi.gov
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