SVRS 8.0 — Redistricting Key Changes

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. Other data quality checks, verifying addresses and school district
assignment, 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
exception) 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) Directions on producing a mailing to inform voters of changes to their districts and polling
places will follow shortly.

10) Incident Tracker — Page 25. 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.

Redistricting Checklist Page 1 1/25/2012



SVRS 8.0 — Redistricting Key Changes

1) Verify that new district data is correctly loaded into SVRS

a) Inthe 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 Codeisina
new format — 11111-222-3333-4. e

sm

File Edit Wiew Tools Window Help

| -H\E menu Shortcuts | 2 Quick Tasks = _” | | | b |[aa sy | setve durssicion: [CiTy OF AMERY -agam | _H ) _“ v‘

. 0 group by that column
The first 5 dlgltS are the Hindi H E;T nbos = | DistictComboCode Description A | ward = || Congressional Distiist = || Gtate Senate Distiict = || Assembly
number, unique to every %Eﬁ:’:@:ﬁ?:‘ﬁ;ﬁ,ﬁ';? i ¥ R T T T
municipality. The second block | A0 i e uia e e e et
of 3 dlgItS stands for the ward. %m‘;’ﬂ:ﬁ:z‘:ﬁ?ﬂ; 45201-005-0115 City of Amery - Ward 5 5plit 1 |Cily of Amery - Ward 5 |Conaressional - Distict7 | Stale Senale - Distict 10 |Assembly
The new block of 4 digits contains R o —
the School District Number — in | IR e
the example, 0119 stands for T
Amery School District. The last B i

digit is the split, used for sanitary | B LakeManagememDi.,H
or transportation districts that 2l | :
might split a ward into more than
one section. . o Conta

e) You may also run the District

EB| Technical Callage Distric

[E|  Change District Combo

B Delete District Combo

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).

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.

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

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

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

Verify that there are no duplicates — all district combo codes and descriptions should be unique.
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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 SVVRS specialist, and they tell you to keep working, you
should not change any polling place locations or fix any voters’ addresses.

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.

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

places.

1.

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

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.

Polling Place Assignment Plan and Reporting Unit Plan.

chapter of the SVRS manual.

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

If you need to add a new Polling Place Location record, please follow the directions in the Polling Places

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.

S
Edit “iew Tools Window Help

File
| & ||[E= Menu shorteuts | 3 auickTasks~ || 7 |\ | 21 | 5 < |44 4y | Actve Jurisaiction: [CiTy oF supemioR - 1.2 + || @ ||
X | Description: Clagzification: Statug: tdin Rank:
% welcome to AR Sh | | Li |Availahle j | [ Include
Waker
‘Wober Applications [[] Include those Poling Place Locations located in: [ Include
@ Absentee Applications Duistrict Type: Diigtrict: Falling H
Elections
5 Election warkers | j | j
| Folling Place [ Include thoze Paling Place Locations used in:
3 Contacts
Payment O Election Type: O Election:
EE ki | . . r
e +3+ Districts and Office Types v | or o
g Calendar | J | J
-ﬁ Reports
[ = Labels and Mailings
(30 Scheduler Records Retumed: 11 [ Coaunt Oy Search | Clear |
[T Administration
by that column
_| Descrption = || Address || City || Status || Classii. =]
(A015T DISTRICT - BR tral ; Supenior tvailable Schoo
02MD DISTRICT - BELGIAN CLUB 3931 E 2nd 5t Superior Aeailable
ﬂ 03RD DISTRICT - WESSMaN AREMA, 2701 Catlin Ave Superior Available Govemmen..
04TH DISTRICT - CHRIST LUTHERAN CHURCH 320 28th Ave E Superiar Available Church
73| AddNew Paling Placs Location O5TH DISTRICT - MOOSE LODGE B6 E 5t St Superior fvalsble  |Private Buil.
) ) OETH DISTRICT - GOWERMMEMNT CENTER 1316 N 14th 5t Superior Available Govemmen..
&l Delete Poling Place Location 07TH DISTRICT -WITC GO0 M 213t St Superior vailable School
O3TH DISTRICT - OUR 54VI0R'S LUTHERAMN CHURCH 1924 Woming dewve Superior Aveailable |Church
09TH DISTRICT - BILLINGS PARE CIVIC CEMTER 3903 M 18tk 5t SUFERIOR  |Awvailable Govemmen..
10TH DISTRICT - PETER RICH CEMTER 1201 N 8tk St Superior Ayvailable GEovemmen..
BTH DISTRICT -wITC BOOM 21t 5t Superior Available School
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b) Once all Polling Place Locations are correct, add them to each ward as the Normal Polling Place Location.
1. Inthe 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.

- | m| | X |
File Edit Wiew Tools Window Help |
|t | ['Bs wenu snortouts | 3 quickasks~ .|| 7 | | 2 | 4 o |# a | ctvesunisgiction: [oiry oF surerioR - 162, v _[[e T |||
-4 Distric.ts fand Office Types Distriict Type = || District Code Description £ = || Momal Pali = ||Momal Deli.. = | Momal Defi.. || Metes and..
=] Disicts 15T DISTRICT. CITY OF SUFER:
&l District Combos City of Superior - |03RD DISTRICT.. |CITY OF SUPER..
- B = — ward WD City of Superior - |03R0 DISTRICT.. |CITY OF SUPER..
-l Congressional Dictct wiard wD12 City of Superior - [03RD DISTRICT.. [OITY OF SUPER..
- B8 State Senate District A .. Y T BT T
- | Assembly District i = I O I X I
B8] Court of &ppeals District - . -
o B Multi-Jurisdictional Judge | K |d Save and Close |5 Save and Mew x Close J j] Quick Tasks |<-‘-> 4 v|J SetDefaults  Use Defaults v|J w
- EH| County L ki - -
- | County Supervisory Distr— _E District Details | Mapping I
| Municipality _E
EH| Aldermanic District | Diistrict Details Owner: CITY OF... ﬂ
8| Common School District [ District Type:  [ward ﬂ Jurizdiction Lewvel |Municipality ﬂ
EB| Urion High Sehool Distri e s
8| Urified School District B District Code: WD Description: |Cil_l,l of Superior - Y ard 1 Official Dist Code;
EB] Sanitary District _l;l | M Naormal Palling Place Location: 05T DIS.. ﬂ Delivery Route: Delivery Stop:
4 | L4 | & Metes and Bounds ————————
LIk
. 3
Quick Tasks ————— | " i =
LK 028D DISTRICT - BEL J
| AddaNew'ward Detail Yy 03RD DISTRICT -WE.. —
i ]y 04TH DISTRICT - CHR..
Change a'W/ard Detail = O5TH DISTRICT - MO..
B Delete aWard Detal o OETH DISTRICT - GOV... ﬂ
: - x| /
—% Adjacent Districts
[ oy
T here ta group by that colurin
R 4|
[ & |
L ki

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 10", 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 10™. 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 VVoter 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.

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.)

! - I [E I X I
File Edit Yiew Tools Window Help |
| &t _||[E wenu shortouts | 3 auickTasks~ || 7| | 21| 2 [[#8 sy | Active durisiction: [CTv OF RICE Leke -oa2. ~| [ @ ][] |
Gerrs [ Orer | s |
28 elcome to AESH - f
o a 5 ecume > Last Name: First Mame: Middle Name: Suffie Respleincluded inthessgarch
Ll al | ‘ | | j [l Cancelled / Monalid oters
e Appllcatl.ons. g [l Federal Registrants Only
] \‘ilf Absentee Applications “oter Reg Num: Date of Bith Soc Sec Num Status: [C] Property Owners Only
#-N4 Elections .
Q‘ Election \Warkers | ‘ | j Search Options
Polling Place Locations House Mo: Street Mame: City: State: ZIP Code: [ Pricr and Altemate Names
Contacts = = = = ["] Sounds - Like Search
L Payment | ‘ J | J | J ‘ J [ Include pending Yater Apps
I':I--CE Districts and Dffice Types
""" 2] Lalendar Records Retursd: 273 In[CITY OF RICE LAKE 032 | [ Count Only Sewch | Clear |
Reports — —
[+ =4 Labelz and Mailings —_ &
& [ Scheduler group by that column :‘
=[] Administiation
0 Jutisdiction = || Mame = || Date D Birth = || UOCAWA St = || Di. ¥ = || Status = || Status Reas. + || Address
» 03276 CHAMBERLIM, JOSHUA & |3/7/1982 1 Active Registered 152021 1.
03276 CLURTIS, BETHAMY J 11./5/1982 1 Active Registered 192021 1.
03276 CURTIS, BRAD D 141041983 1 Active Registered 132021 1.
03276 CARRAOLL, SETH & 641141982 03276-0.. |Active Registered 1103 5 M2
0 8 03276 CHAMDLER, ARNOLD J 1114415978 032760 |Inactive Felony Record M. (12w SCH
Quick Tasks 03276 CHAFFELL KRISTENEL  |2/4/1572 032760.. |Inactive 4 Year Maintena.. |1731 MAL.
B Add Newvoler 03276 CLEVELAND, DANIEL)  [3/24/1346 032750, |Inactive 4 Year Maintena. 11w BRA
03276 COOPER. JULIE M F/27N97E 03276-0.. |Inactive 4 Year Maintena.. |22 5 Mal
& AddFropery Duner 03276 COVARD, BARBARAANN  |B/12/1935 032760, |dctive Fiegistered T4E GATE
B AddFederalVatsr 03276 CHRISTIANSEN, MICHAE.. [7/18/1347 032760, |Bctive Regitersd 15w/ SCH
; 03276 CARROLL, HEIDI LYNM 9471981 03276-0.. |Active Registered 1103 5 M2
& i (.. clive egistere
#  Process NonRegistered Absentee 03276 COULTER, TROY M B/26/1977 03276-0.. |A & d 1002 5 k2
(] Group¥oler Changes 03276 CHRISTIAMSEM, LAURAJ  |B/4/1960 03276-0.. |Active Reqistered 15w SCH
03276 CHARTRAW, JESSICAH 441841981 03276-0.. |Active Registered 8 FREN
03276 CLEVELAND, RORAMME M |7/411,/1982 03276-0.. |Active Registered 1735 MAL
03276 CIPR&, STACY REMEE 9/23/1986 03276-0.. |Active Registered 1760 MAN
03276 CaLkIMS, RICHARD MER.. |4/16/1950 03276-0.. |Active Registered 32 CAMEL
03276 CaLkINS, HELENE 4/2/1958 032760 |Active Registered 32 CAMEL
03276 CARLISLE, BRADLEY J 361972 03276-0.. |Active Registered 1410 EUN
03276 CARLSOM, TRACY L 1242041971 03276-0.. |Inactive 4 Year Maintena.. |32 CAMELﬂ
< | <] ] i
SmaitButione 279 Record(s] returned 4
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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- Name: | CURTIS BETHANY J
Address
A. Search for the voter and
Home &ddress )EIEEI 2114257 1

open up the voter record.
You should see an
address like the one

shown. (=]
b ailing Addre ..

RICE LAKE, /| S43685648

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.
Name: | DUNHAM CAROLINE E Addrel =101 % et
Address Format:  [US Address j Yalidated —
Home &ddress | |24 E DOUGLAS 5T LS Address | j
Apartrent 3
RICE LAKE, W 548681739
24 |E DOUGLAS 5T Rd -
Mailing Addre .. et =]z ~
|Address Lire 2 |
|RICE LAKE ~wr +|[54m8m1793 ~ | —
District Combao ﬂ . " -
|dentifization - W alidate |
D ate of Birth 12/284931 ﬂ Agzistance Req. AddreEET. i _ I O I » I
Driver's Licens=! | prRp-1053-1968-05 | Expr Date: -
Lzgam: 161 4 ciry of Rice Lake - Ward 2 - Spiit 1
Soc Sec Num: Meither @ Li 4 2 Ie—l
Language: English j oy 4 1 Hwy SS E Knapp 5t
Contact [nformation H
Phane: (71517190254 Miore =
Notices A E
City Park &
=] Z E Douglas @ iy
=
)
=
7] +
e — Knight's
Sound g Ebvans 3 Island
ey - |
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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.”

Address Geo Location changes

D. Onthe Address M ame: | CURTIS BETHAMNY J
Detail screen, click Addiess
OK.
Home Addresz | [1920 21 1/2 5T
E. Make sure that the [ HemeAeee | RICE LAKE. | 548680648 (HETE-ATT 4802
district combo code
assigned shows the 3
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 after redistricting, 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.

F. If the map N B sddress Detail - | O] x|
functiondoesnot - Fomat [US Addess ¥ Validated
work (because LS Add |

. [ESS
SVRS does not
recognize the -
address), or you 1920 | 2114257 E
gg?l?e%iiig?ag:)en |Unit Type ﬂ [rit Hurnber
on the map, you |Address Line 2 |
can select the o [RicE Lake ~|[w1 =|[548emm8e5 ~]
correct district
combo from the | 3276-0171-48021 j o bl ap | S |
dropdownonthe | __la - i
Address Detail ] 0327E-006-4802-1
; 03276-007-4802-1

screen. 03276-008-4802-1

03276-009-4802-1

03276-070-4802-1 . Cancel \

03276-011-4802-1

03276-0712-4802-1 Rd

x| 4
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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.

Name: |HIIIHDE,SEEITT.&
Addrezs

Home Address | | 1275 SOUTHWEST 5T 132760121

RICE LAKE, /| 548638577

4

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.

v || Date OFBith = || Di.. & ~ || UOCA4WA St || Status = || Status Reas.. - |
. £/14/1972 . Aictive Registered
03276 ROUx. BRUCE R 4117/1360 03276-0. Active Reqistered
03276 ROUX, REMAE &, 2471963 03276-0. Active Registered

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. 1t’s recommended that a VVoter Listing with
Districts report be run for each Relier after redistricting changes are complete.
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The Geocode Exceptions Report

SVRS 8.0 — Redistricting Key Changes

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. Onthe 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.

tenu »
ot Welcome to AESM
- B Water

[#-E5] Woter Applications

-] Absentes Applications
[ \Q Elections

g Election Waorkers

g‘ Poling Place Locations
g Contacts

<l Payment

I:I--EE Addressing and Districts
E Calendar

P Pelitions

[]--- Labels and Mailings
-3 Scheduler
[T Administration

SelectReport

Step1af 2
Category: |Yater hd

School District Changes
Stieet Mame and House Mo
Inified Schanl Distict Chan ﬂ

Geocode Exceptions

Drelete Modify Lapout

( Mexst
/

Selected Report
Geocode Cxcaplions

ReportOptions
Filter
[ (5 elect Fiter)
Sort By

[Custamn Sort) ﬂ Custom

More Report Options

Frinter Setup

Print Options
@ Preview
O Prirt How
Q Schedule

[Select Sch.. j Cusztom

Back | Presview |

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.

d. Click Use Filter.

FiltarEarm 0 = e LI
% Use Filter )5ave =l Save s K Delete | clear M Close ,!
~__ _~
Filter M ame: ‘ j
RPTYiew_WI_AddressGeoCodeE seeptions |
Field Mame WYalue
& JurisdictionName Equals TN OF RICE LAKET = |-er Ll X
*
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.
For directions on how to save filters and sorts for future use, see the Reports chapter.
Page 10 1/25/2012
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(Optional) Sort your report. Most municipalities will have only a handful of Geocode Exception addresses. Only large

SVRS 8.0 — Redistricting Key Changes

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

a.
b.

Click the Printer Setup button and verify that

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

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.

Click Use Sort.

b =i
7 Usesont [ Save Delete @ Close v|
SortNamei -
FieldMame = || Order |
JurigdictionM ame ASC
Streeth ame ASC
Househ umber ASC

e ) ¢

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.

More Report Options

Printer Setup

Print Options
O Preview
& Frint Mow
O Schedule

[Select Sch.. j Custom

Back. |

PFrint ‘

@ 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.

Redistricting Checklist

Printing Notification

-
_‘y Report Prink or Export is Complete!

A B c D E F G H | J K L M N

’ Address City, State, Zip Status District Combo Jurisdiction é;::t

101 ALENA LN MADISON Wi Invalid 13251-051- CITY OF MADISON 1
47 53718-3466 32691 - 13261
48 DILLMAN SHERRI

103 ALENA LN MADISON WI Invalid 13261-051- CITY OF MADISON 3
49 53718-3466 32691 - 13251
50 Campbell James
51 Campbell Gail
52 POLINE YUVICSA

105 ALENA LN MADISON Wi Invalid 13251-051- CITY OF MADISON 1
53 53718-3466 32691 - 13261
54 FOSTER CHRISTINE

107 ALENA LN MADISON Wi Invalid 13251-051- CITY OF MADISON 1
55 53718-3466 32691 - 13251
56 DYER DANIELLE

109 ALENA LN MADISON Wi Invalid 13251-051- CITY OF MADISON 3
57 53718-3466 32691 - 13251
58 KUHNS MITCHELL
59 HUEHNE JEREMY
60 HUEHNE GWENDOLE

3701 DESIGN PASS MADISON Wi Invalid 13251-051- CITY OF MADISON 2
61 537194094 32691 - 13261
62 MEYER ETHAN
63 MEYER EMILY

3703 DESIGN PASS MADISON Wi Invalid 13251-051- CITY OF MADISON 1
64 537194094 32691 - 13261
65 MILLER KELLY

Page 11
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Check Geocode Exceptions from the District Combo screen:

! il —I—I' E _IX
File Edit View Tools Window Help |
4 || wenu snorcuts | 2 auiekTasks- || 7 | S| 21| 0 [[88 | Actveaunsiction [orv oF BavrED peoe =] ([ @

1. Onthe Menu tree,
click the plus (+) by

Districts and Office

TypeS {;} Welcome 1o AESM = & araup by that column

2-§ Woter CrestedOn = || Created By« || Last Updat. || Last Updat. || RedistScen. = ||VaterCount || Exception || Invalid Geo.. <
A;tef ‘?Dﬂicat‘lml_ ¥ 12/4/2011 2 1 56 \; ) )
i sentee Applizations 12452011 2 [ 2 7
2. Cl.ICk.the plus (+) by -\ Elections 12747201 2 1 S . 0
Districts. @ Eioction Workers 1242011 z 1 5 % z
Q‘ Palling Place Locations

--43 Contacts

3. Click on District (’H 4 Z‘SES;TSD““ e
Combos. The District
Combos in your
municipality will be B8] Assembly Distict

| Court of Appeals Dishict

Shown in the g”d on | Mu\l\durlsdlcllﬂnalJud_gEl;I
the right | | :

EH| Congressional District
EH| State Senate District

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.

. i 1-Sp — | O I X I
J . Save and Close B—ﬂmqrﬂew X ciose | J Quick Tasks | = & “ Set Defaults  Use Defaults ,|J o -|
DlstnctEDmbosl Changks tapping |
) (b | (%) R e e w((@®))e (¥ 2
| (Y | (Y] @) oo, Ll RCIRE IRE
[zoom: 15] 33' \-‘I’Get voters for the district with incorrect geo location Itelllte
A 7
{ \ &
(€ > & -S?
\v / = if
F4 Oe-_—-,,mp,@
AL
5
B = o z
2 H 5
[+ e L 2
e z
Y
= s
5 @
z = 7
=) = T = =
=
~ Rice fve ! @ Rlce Aue
@
£ Apostle lslands Uv
L National
L =z “?
g b Awe Pa— e
= = 2
= SR £
2 E w & w
» i Je sl
. . - postle |slands
: Rﬂtimﬂuse Aue o Bayfield | uises
=] @ T g2 o
- g s gz
) woo CI el
¥ Ave u T Manypenny Ave & Maggie's tanypefing dve
= =
= 13
A ®
1 Wilson Ave w W
@ & 2 =
= = A E
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10.

%

11.
12.

13.

14.

15.
16.

17.

Redistricting Checklist

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

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.

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.

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

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

Then click Change.

Click the Disc Icon to Save your change.

o
.

funo:

—

Address

District Combo

Code: 03038-001 -4 802-1
Description: Town Of Rice Lake - Ward 1 -

(_ Change District Combo

Mone Change Lancel

g

ol i

Mone Selected

03038-001-4802-1

03038-003-4802-1
03038-004-4802-1

22 Qve

Red Barn
Theatre w

SVRS 8.0 — Redistricting Key Changes

— —.t =
aye I 22 3 Ave  Pearl Dr

S oL O

N Shore Ra

Oz

T

Address District Combo

Voters |

Address:

222920 172 20174 5T
RICE L&AKE Wil B486E-7117
Address Status: Valid
Geocode Status: Warning

| Map | Satellite

pre

ot

Whenever you Save a change to any |
addresses, you will see a confirmation

screen like the one shown. Click Ok to
confirm the changes.

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.

When you have finished this process for
all District Combos, you have fixed your

The following woters has been changed and needs to be saved.

Address with district combo changed (1):
2195 19 7716 AVE, RICE LAKE, Wl 54868-3815 Old: 03035-001-4802-1 New: 03038-002-4802-1

geocode exceptions and may move on to
address exceptions.

Cancel

4

Page 13
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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.

x
1. Onthe Menu tree, click the
Reports nOde. [+ =] Woter Applications SelectR " Selected R
<] Absentee Applications ele epo = eport
2. On the Quick Tasks pane, click &\ Elections Step1of2 Adiress Exceptions
P g ElectionWorkers
Print Reports' -~ Polling Place Locations Category: |Vater j
&3 Contacts R tOpti
L4 Payment B0 (P
3. Leave the report Category setto -H Addressing and Districts Filter
Voter, and select Address -Z Calendar Custom
1 H 2 Pelitions L%
EXCEptlonS from the list. eports Merged Yater Information Sort By
&= Labels and Mailings School District Changes Select Sort - Custam
4. C“Ck NeXt. []...E Scheduler Srhinnl Distict Fsrentinns j (Select Sar] J Q
[]...@ Administration Geocode Exceptions More Report Options
Dus
Print Options
( =4  Print Reports @ Preview
ET b er? O Prirt Now
O Schedule
[Select Sch... j Cuztom
Delete Modify Layaut
Back | Preview |
|

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 ol x|
Ina Ward, anq you want J _&_1 Use Filter Save | SaveAs x Delete | | Clear [ Close v|

to see the entire ward at -

once, enter And; Fiter Name: | [
DlStrlthombOC_Ode; RPTView wWl_AddressE wceptions |

Equals; and the first 8 And/Or Field Name Condiion Value

digits of the District ind DistrictComboCode Equals 20226-001-18621

Combo Code followed
by an asterisk (like

==

- I UK

20226-001%).

e. Click Use Filter.

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

Redistricting Checklist Page 14 1/25/2012
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6. Sort your report.

SVRS 8.0 — Redistricting Key Changes

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.

b - =] X I

(=) UseSort Y Save  Deleic B Close |

Sort Mame ﬂ

Fieldr arne = || Order -]
DigtrictComboCode A5C
Streethame ASC
HouzeMumber A5C

] - IR [ ]X

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.
will open. Click OK.

The Print or Export is Complete! dialog box

More Report Options

| Printer Setup

Print Options

O Preview

& Frint Mow

O Schedule

[Select Sch.. j Custom
Back | PFrint ‘

@ 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

Printing Notification

-
“1‘/] Report Prink or Export is Complete!

L= D

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 2
voters at each address.

You can use this report to check
street by street — first verifying 5
that the street is in the correct
ward. If the street is a border

between wards, you can verify 7

that even numbers are all placed

A

B Ic D E F

Address City, State, Zip Distance (ft) Status
1504 RIDGEWAY DR DE PERE W1 541135-3606 0.303843203 Valid
1520 RIDGEWAY DR DE PERE W1 54115-3606 0330776202 Valid
1522 RIDGEWAY DR DE PERE W1 541135-3606 0.342509481 Valid
1605 RIDGEWAY DR DE PERE W1 54115-3607 2441147978 Valid
1625 RIDGEWAY DR DE PERE W1 541135-3607 0.716618724 Valid
1627 RIDGEWAY DR DE PERE WT 54113-3607 0.746377815 Valid
1626 RIDGEWAY DR DE PERE W1 54113-3608 0.746377815 Valid

G A [ ] K
District Combo Jurisdietion Voter
Count
05216-001-141--1 _ CITY OF DE FERE - 2
05216
05216-001-1414-1  CITY OF DE PERE - 1
05216
05216-001-1414-1  CITY OF DE PERE - 2
05216
05216-001-1414-1  CITY OF DE FERE - 1
05216
05216-001-1414-1  CITY OF DE PERE - 1
05216
05216-001-1414-1  CITY OF DE PERE - 2
05216
05216.001-1414-1  CITY OF DE PERE - 1

05216

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.

Redistricting Checklist
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Check and fix Address Exceptions from the District Combo screen:

1.  Onthe Menu tree, =lol x|

File Edit iew Tools MWindow Help

Cl!Ck _the plus (+) l_)y | 2 _|[[= wenu Shorouts | 5 auickTasks-, | 7| | 2[5 2 [[# s | Active durisdiction: [TOwN OF RICE LekE- G2 =], [ @ 1] || |
Districts and Office
Types. -} Wwelcome to AESM = hat colurmn
8 voter CreatedBy = | LastUpdated By | RedistScenaiolD || Woter Colgt = || Exception Count = || InwalH Geo Court =
=] Vater Applications > 2 1 L/ n
H <] Absentee Applications 2 7 553 53 3
2. Click the plus (+) by 8 Electons : 1 = = :
Districts g Election Workers
- ﬂ Palling Flace Locations 2 1 185 12 o
4] Contacts

3. Click on District
Combos. The District
Combos in your
municipality will be 8] Assembl Distict
Shown in the grld on ~[EH| Court of Appeals District

. i oo[E]| Mubislurisdictional Judge ~
the right. « | _,,J

<. 34 Districts and Office Types

-~ 3| Districts
Di

EH] Congressional District
EH| State Senate Distict

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.

) C ormbo - Chippewa dvard 1 - Split 1 = m] X l
6. Click on the =lol x|

Mapplng tab. J . Save and Close w x Close v|J J Quick Tasks |4=9 |J Set Defaults Use Defaults v|J L] v|

DlstnctEombosl Changks Mapping |
| () () | () TS (e @/—.\7"';" — |

7. Click the Icon with = rb—ﬁ — = | t voters near district border not yet verified

the Red Flag labeled Frawiisv] County Hwi > Fathiwe °°”""’ e Wap | Satelite

;(_E‘ft_vi)gersdnear . (¢ ~ N | il 5 3‘;

istrict border no \ v/ g £ 2 4 R

yet verified.” N2/ % Glen Lack @ 2 O’*’y& s

Green and orange o : 2

flags will appear to ?

show addresses (+]

within 50 meters of T a % 2

a district combo . oo

ndary. Irvine Park
boundary 4
7Sth e fstA Address District Combo Voters

8. Right-click on a flag

'qu ’ih_O\tN_ a}&idresst and e Address:

Istrict information. = R 1325 JEFFERSON AVE
= H Hope . CHIPPEWA FLE W 54729-1232
- By Cemelsr . .

9. Click the plus to ,. ry F;::ﬁ Address Status: Valid

zoom in (so the flags preented) biarstel e Geocode Status: Valid

are further apart and Giive St Ol St of

you can select them i

more easily). woe St—3

w i' L
b 124
Gier Lock
Lake
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10. You may verify the address in one of four ways:

SVRS 8.0 — Redistricting Key Changes

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 Cl s aiSe il : =loix]
tab | 5 saveandciose [ Save and tew X Close | & cuickTasks |+ & || setpeaurs use peraurs || @ |
' DistrictCombos | Changes  Mapping I
ii.  Click Change ) (Ba) | () %) (2 (W) | (@) (@) (W L ARG @X e
District Combo. :
[200“:; 14] | City Of Chippewa Falls - Ward 1 - Spiit 1 I m
iii. Click the gray (¢ ») e
- y
bUtton at the rlght s | Address District Combo Yoters ‘
to open the ‘ lﬁ]| S
H Code: 09211-001-10%2-1
drOdeWn IISt' - Description: City Of Chippewa Falls - Wiard
. [+] sy 1 - split
iv. Select the correct GourtyJfuy s Couny H/ > T Change District Combo County
district combo n & Nane Selected Change CYncel
from the =] § ¢ @
= Glen Lok 09211 -001-1092-1
dropdown. Lok 09211-002-1092-1
) 09211 -003-1092-1
v. Click Change. 09211-004-1092-1
09211 -005-1092-1
Vi Repeat as 09211 -006-1092-1 :g
' =) 4 09211 -007-1092-1 H
necessary. After b=l )
you have changed 0
several addresses,
click the Disc Icon
to save.
c. Ifthe 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, | have checked the Address
Exceptions report for Broadway Ave, and verified that every address is correctly placed in Ward 1. | can

click all seven addresses to verify them at once.

B : , — 51 x
| [ save and Close [ArsaEmgNew K Close .|J 3 QuickTasks | ¢ & .|J Set Defaults  Use Defaults .|J ) .|
DistrictEombosI Changs Mappingl
| i " nen e (d [ [ » -
) (B) | (N ) (o)) () | (@) (@) (o | &) (X (2
[zoom: 16] \_E;fab.fe multiple selection to verify voter
, st e &
£
ﬁ 2
[+ ]
LJ Dave's North | ITI-'I [ ]
Side Services es
. Tth Ave Tih Ave
r i
w
GD) ] @
e -.
Glen Loch g IEE) - 4
3 5
] ! Glen Loch ]
? | z
a ]
¥ ,
i
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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

tric Of Chippewa Falls - Ward 1 - Split 1
J Save and Close

Save and New x Close -“ E Quick TafH

DislrichUmbUsI Changes Mapping I

(®

?

N :ldfnab."e multiple selection to verify voter

o 3 [ Neo so) [ !

) (Bt) | (h) 28F) 620 (W) | (@) (i
[zoom: 16] Glen Lock

Rl Lake

(¢ 2]

\v /4

Bt
o

) (=

TACEonIoN,

th s

136,

P NOONSD

Tth A

any AEMpEO)

18 Wior

Tth Ave

@

Glen Loch

aay AEMpEOIE

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.

J

[] save and Close

B DistrictCombo -

ity CF

Save and N

onsin Rapids - Y7

ew x Close v“ 3

DistlictEnmbosI Changes

b [F
) (34 |

[zoom: 1%]
v

W,Ge{adjacent districts I
o

12.

Once you have

Changed the desired ctC ty Of Chippewsa Falls - Ward 1 - Split 1 — | | |L|
addresses, click the Save and Close Save and New x Close v|J j Quick Tasks |4=> v v|J Set Defaults Use Defaults v|J (7} v|
Disc Icon to Save DistlictCombosI Changes
your change. Do not ;
use the Save and Y| (g | Y| (] far) |\ | LR AN 4 e A H| (X2
Close button in the o
upper left corner. [zoom: 14] 8 Q\a_il/  Map | Satelite |
This will not save (¢ 9 sotpve )\
your changes. Av / : e
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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.

SVRS 8.0 — Redistricting Key Changes

The Geo location of the following voters has been changed and needs to be saved.

Addresses moved (4):

3801ST AWE 5, WISC RAPIDS W 54495-4155
361 3RD AVE S, WISC RAPIDS W 544525-2747
371 3RD AVE S, WISC RAPIDS W 544595-2747
381 3RD AVE S, WISC RAPIDS W 54495-2747

Address exceptions selected for marking as verified (4):
3801ST AWE 5, WISC RAPIDS W 54495-4155
361 3RD AVE S, WISC RAPIDS W 544595-2747
371 3RD AVE S, WISC RAPIDS W 54495-2747
381 3RD AVE S, WISC RAPIDS W 544595-2747

Ok Cancel

%

Dot .@ <>

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.

Redistricting Checklist
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The School District Exceptions Report

SVRS 8.0 — Redistricting Key Changes

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. Onthe 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.

b.  If you wish to filter for
an entire municipality,

Menu

ot Welcome to AESM
- B Water

£ Woter Applications
-] Absentes Applications
[ \Q Elections

g Election Waorkers
g‘ Poling Place Locations
&9 Contacts

Payment

4 Addressing and Disticts
E Calendar

&3 Pelitions

=
[+

[]--- Labels and Mailings
-3 Scheduler
[T Administration

T
AL

SelectReport
Step1of 2

Categony:

Reports

terged YWater Infarmation
1ztnct Changes
School District Exceptions
ame and Houze N
HINTAMA Water [zhinn

School District Exceptions

Delete Modj ot

Selected Report
Sohood District Excepfons

Report Options
Filter

- Custom )

Sart By

[Custom Sort) ﬂ Cusztom
More Report Options

Printer Setup

Print Options

O Preview

@ Print Mow

O Schedule

[Select Sch.. ﬂ Cuigtam

enter And,
DistrictComboCode,

Equals, and the hindi
number followed by an
asterisk. Inthe
example, 54002* will
bring up every
exception in the Town
of Avon in Rock
County. 54002-001*

Back | Frint |
=)
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.
8 FilterFarm ol x|
_&_'1 Lize Filter }‘ Save ,_J SaveIAS x Delete _1 clear B Close -
\/ Filker Marme: | j
RPTYiew_'wl_SchoolDiztrictE xceptions |

And/Or Field Mame Condition Walue
And DistrictComboCode Equals R4002*
And OldDistictDesc Equals “Brodhead”

-

- X

would bring up
exceptions, but only in
Ward 1.

¢. Ifyou 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.

Redistricting Checklist
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6. Sortyour

a.

report.

SVRS 8.0 — Redistricting Key Changes

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

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.

Save

‘ 2 Use Sort )

Delete @ Close ,|

\_mamel -
FigldM ame || Order |
OldDistictDesc ASC
NewDistrictDesc ASC
Streeth ame ASC
Hougehumber

Click Use Sort.

I | X

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.

More Report Options

| Printer Setup

Print Options

O Preview

= Print Mow

{3 Scheduls

[Select Sche. j Cuztani
Back | Print ‘

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

Printing Notification

-
\_1) Report Prink or Export is Complete!

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.

iSRRG EIREI IR LR

Old District
Madison Metropolitan
Madison Metropolitan
Madison Metropolitan
Madison Metropolitan
Madison Metropolitan
Madison Metropolitan
Madison Metropolitan
Madison Metropolitan
Madison Metropolitan
Madison Metropolitan
Madison Metropolitan
Madison Metropolitan

New District
Cregon
Cregon
Cregon
Cregon
Cregon
Cregon
Oregon
Cregon
Oregon
Cregon
Oregon
Cregon

Address
10 S GARDENS WAY
11 N GARDENS WAY
11 S GARDENS WAY
12 S GARDENS WAY
12 S GARDENS WAY
13 S GARDENS WAY
13 S GARDENS WAY
13 S GARDENS WAY
14 S GARDENS WAY
14 S GARDENS WAY
15 S CARDENS WAY
16 S GARDENS WAY

City Last Name
FITCHBURG WI 53711- SCHAALMA
FITCHBURG WI 53711 THAKKAR
FITCHBURG WI 53711- MATTES
FITCHBURG WI 53711- DARR
FITCHBURG WI 53711- GARDMNER
FITCHBURG WI 53711- PATTERSON
FITCHBURG WI 53711- PATTERSON
FITCHBURG WI 53711- RAVEN
FITCHBURG WI 53711- SCHULZ
FITCHBURG WI 53711- SCHULZ
FITCHBURG WI 53711- WICK
FITCHBURG WI 53711- WALSH

First Name
MARY ANMN
RESHNA
THEODORE
PAULA
ANDREW
EMILY
MNATHAN
JANIELLE
JILL
KIRK
ANDREA
KRISTINA

District Combo
13225-014-41441
13225-014-41441
13225-014-41441
13225-014-41441
13225-014-41441
13225-014-41441
13225-014-41441
13225-014-41441
13225-014-41441
13225-014-41441
13225-014-41441
13225-014-41441

¢

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.

If you are pressed for time, you may open the district combo mapping screen and move multiple address flags to the correct district combo,
as described in the section on fixing address exceptions. However, this is not best practice, because the addresses will have to be moved
from their correct location into the correct districts. Manually districting each voter’s address will place the voter in the correct districts
while leaving their address located in the correct spot.
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The Address Conversion Changes Report

SVRS 8.0 — Redistricting Key Changes

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:

4. Verify all Polling Place Location Addresses.

(1 @~ o - = R AETT COUNTY = Microsoft Excel M| s oL o |
Home Insert Page Layout Formulas Data Review View (] e o B &S
] 1 = - - =
& - Calibri 1l v AT AT = General - ij‘ ?‘;’j |:;'ﬂ ;::E:; } ;' fzv \ﬁ
g | BUE 94 W s WS e om G e o e e
] Font Alignment Number Styles Cells Editing I
Q339 - J | COUNTYROAD H e
A B C D E F G J K P
CountyName MunicipalityName VoterRegNum MamelLast MameFirst OldAddre OldAddressLine2 NewAddr NewAddressLined %
BURNETT COUNTY - TOWN OF ANDERSON - 4110019 BOUCHIE ROMNALD 21001 WEST RIVER RD 21001 W RIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 4110027 BAILEY JOHN 20745 WEST RIVER RD 20745 W RIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 4110028 TIEDE LAURA 20745 WEST RIVER RD 20745 W RIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 4110042 KRONSCHNABLE KATHRYN 20633 EAST RIVER RD 20633 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 4110057 BOUCHIE CARMEN 21001 WEST RIVER RD 21001 W RIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 4110064 THOMPSON BARBARA 22024 STATE ROAD 48/87 87 22024 STATE ROAD 48/87# 8
BURNETT COUNTY - TOWN OF ANDERSON - 4110079 JACKSON JERRY 20965 WEST RIVER RD 20965 W RIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 4785141 WRIGHT TODD 20340 EAST RIVER RD 20340 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 700134310 NELSON HILDEGARD 20505 EAST RIVER RD 20505 E RIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 700150590 BRANDT GORDON 13410 ERICKSON DR 13410 ERICKSON RD
BURNETT COUNTY - TOWN OF ANDERSON - 700150620 SYRING TAMMY 20099 EAST RIVER RD 20099 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 700150630 SYRING CRAIG 20099 EAST RIVER RD 20099 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 700150640 BRANDT BETTY 13410 ERICKSON DR 13410 ERICKSON RD
BURNETT COUNTY - TOWN OF ANDERSON - 700217140 GRANQUIST ORREN 20277 EAST RIVER RD 20277 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 700217530 GROMNSKI NICKY 20723 EAST RIVER RD 20723 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 700217590 GROMNSKI JEREMY 20723 EAST RIVER RD 20723 ERIVERRD
BURNETT COUNTY - TOWN OF ANDERSON - 700656810 FRY HOLLY 13075 BASS LAKE RD 13075 W BASS LAKERD
BURNETT COUNTY - TOWN OF ANDERSON - 700656890 FRY TERRY 13075 BASS LAKERD 13075 W BASS LAKERD
BURNETT COUNTY - TOWN OF ANDERSON - 700657030 FRY VICKIE 13075 BASS LAKERD 13075 W BASS LAKERD
BURNETT COUNTY - TOWN OF ANDERSON - 701604110 VALENTINE JAMES 20274 EAST RIVER RD 20274 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 701606040 SCHULDT WAYNE 20072 EAST RIVER RD 20072 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 702247850 SCHAIBLE SANDRA 20697 EAST RIVER RD 20697 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 702248130 SCHAIBLE RICHARD 20697 EAST RIVER RD 20697 ERIVER RD
BURNETT CQ =IOWN OF ANDERSON - 702249970 SWANSON ALLEN 20889 EAST RIVER RD 20889 ERIVER RD
26 DD COLIRITY TN ARINDECDCARL INA2N2ISN LA RICARL DANID 200NNEAST DIWVED DD 200NN E RDIVED DD i
W4 b ({mﬁm Voter Maling Address Poling Place Location Address Absdi] 4 | [ | » [
\_/

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.

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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5. Verify all Voter Home Addresses.

A.
B.

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

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

1.
2.

3.

4.

The word “East” or “West” has been changed to an “E” or a “W”.

The “N” or “S”, “E” or “W” has been added or removed to match the Post Office’s name for
that street.

The Street Type has changed, for example DR (drive) is now RD (road), again to match the
Post Office’s name for that street.

A half or letter has been combined with the street number.

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.

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

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).

6. Verify all Voter Mailing Addresses.

A

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

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).

Some common issues with mailing addresses:

1.

PO Box addresses show the PO Box
number first in the Mailing Address | Maiing Adde. | [z PO BOX [
field, but will print in the correct | ALGOMA, =llw =l|s4emo0ez =]
order on voter mailings and absentee [ddress Line 2 | e =
ballot labels. You do not have to try

to correct these addresses.

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.

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):

Address Detail

Fomat [Mon US Addi. |

MNon U.5 Address |

a. Click the Mailing Address button in T
the voter record. The Address Detail i b

screen will open.

|Add|ess Line 1a

|Add|ess Line 2

|Add|ess Line 3

|Add|ess Lirz 4

|
} b. Change the Format to Non US Address.
|

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

Cancel

d. Click OK.

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

A. Click on the Absentee App Mailing Address tab of the spreadsheet and follow the steps above to

identify absentee addresses that have been changed.

B. 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).

C. Ifthe 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).

D. Some common issues with absentee addresses:

1. 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 VVoter record if they
are incorrect.

2. 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

Send Ballat Optionz

Yote Location:

viaMal -

Home 526 ROCKSHIRE DR -
Address JANESVILLE, wl 535462193 T 02826951
Woter Mailing
Addiess
Bbsentes 1280 N IRONwODD DR
Address Lat 7
APACHE JCT, AZ 851208508
Absentee fizs0 [N IRONWwODD DR -
Addrezs
[aPacHE JCT ~llez +|[esrz0ee08  +]

Address Line 2 [LoT =][7 (=]

information.

3. 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:

=lolxll 3 Click the Absentee Address button.
T N The Address Detail screen will open.
Lol b. Change the Format to Non US Address.
e c. Enter the correct address. Any format will be accepted.
d. Click OK.
Eerce 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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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)

4)

5)

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.

Click OK.

Service Requests: New Item

[ Attach File | 97 Spelling...

Service Request Title *

Details *

County *
Municipality *
First Name *
Last Name *

Address

E-Mail *

Phone No *

OK I l Cancel

* indicates a required field

Sample - Extra District Combo in Town of Burke -13014

The split for Waunakee School District in Ward 4 should not -
exist - please delete.

DANE COUNTY - 13 -]

Town of Burke

First Name
Last Name

5365 REINER RD MADISON, WI 537186347 T

clerk@sample.net

608-325-8420

OK I l Cancel

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.
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