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 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 26 and the Voter Listing for Redistricting Report
—Page 29. 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/sitess/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) 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.
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one section. | Add District Combo

8|  Change District Combo

HY Delete District Combo

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. Ifyou 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)

a)

Verify that Polling Place Locations are updated and assigned to the correct

wards

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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OBTH DISTRICT - GOVERMMEMT CENTER 1316 N 14th 5t Superior Ayvailable G ovemmen..
Y  Delete Poling Place Location 07TH DISTRICT - WATC BOOM 21st 5t Superiar Available Schadl
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1.

2.

Click on Ward.

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.

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

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

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

1.

Unit Plans.

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

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.

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 ca

n tell older plans from new ones.
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3)
state level this year.

a)

School Districts and Multi-Jurisdictional Judge Districts will be entered at the

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)
district combo.

a)

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

Make sure all voters have a verified address, and they are located in the correct

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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L 03276 CHANDLER, ARNOLD J 01,/01/1900 03276-0... (Inactive Felony Record M.. 12 SCH
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4| | mlled | 2l
4 I SmartButine 279 Record(z] returned 4
NG eee——
SmartBu | 279 Record(z] returned AI
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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: M arme: |I:L|HTIS,EETH.-‘1'-.NYJ
Address
A. Search for the voter and v — )92!] S—
ame [EEE
open up the voter record. R o e e 1

You should see an
address like the one

shown. ‘;}
B. Click the Home Address Mailing Addre ..

button to open up the
Address Detail Screen.

Click the Map button to (=)
see a map of the voter’s
address.
P —
Name: | DUNHAM CAROLINE E Address Detail = O] % ljeec
Address Farmat: |5 Address j Yalidated —
Home Address | |24 E DOUGLAS 5T L5 Address | j
Apartrent 3
RICE LAKE, w1 548651799
24 |E DOUGLAS 5T [ | —
M aling Addre . leprT =]z |
|ﬂddress Line 2 |
| RICE LAKE =l|w =]|54ssE1799 =] —
|District Combo  v| Map I -
|dentification Validate |
[rate of Birth j Azziztance Beq. e 3
iy Addresshap — I O I x I

Driver's License: Expr D ate: —5

_ [zaam: 161 ¢ iy of Rice Lake - Ward 2 - spiit 2 [ |
Soc Sec Num: Meither

Language: English j 0]1-{ Hwy 55 E Knapp St

Contact [nformation

Phore: More

Motices C £
ey |
City Park g
-
St = E Douglas ?
=
@
2
7 *
== Knight's
E Evans St
E Evans |sland

Sound g
N logic =
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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.”

ie0 Location changes

D. Onthe Address M ame: | CURTIS BETHANY J
Detail screen, click Addiess
OK.
Home Address | [1920 21 1/25T
E. Make sure that the RICE LAKE. W/l 548688642 DaZ7e-0 1480z
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 .»'¥'-.|'_1|:1rEE:E: Detail - I | I x I
functiondoesnot - Fomat [US Addess v Validated
work (because U6 Add |

. B35
SVRS does not
recognize the -
address), or you 1920 |211/25T 4
cannot find the - :
. Unit Type = | | Uit Mumber
correct location | spe I \—1
on the map, you |ﬁ1‘n.c|c|ress Line 2 |
can select the - [micE Lake w|[w =|[54eemm505 +|
correct district
combo from the ' 327601148021 = | .| Map | o |
dlidate
dropdownonthe | __ & |
Address Detail Z 03278-006-4802-1
] 03276-007-4802-1
screen.
03276-008-4802-1
03276-003-4802-1
03276-010-4802-1 | | Cancel \
03276-011-4802-1
0327601 2-4802-1 R
x| Y
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Name: |HEIHDE,SIIITT.-“-‘«
Addrezz

Home Address | 1275 SOUTHWEST ST 19275.012-1

RICE LAKE, /| 548688577

4

G. Ifyou 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.

graup by that column

=] ~||Date OfBith = || Di.. & = || UDCAWA St = || Status = || Status Reas. - |
RICHIE. ADELE D 140141900 - Active Registered

03276 ROUx, BRUCE R 140141300 03276-0.. Active Registered

03276 ROUX. REMAE A 140141300 03276-0.. Active Registered

Jurizdiction

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

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.

£a} Welcome to AESM
- B Water

[#-1Z5] Woter Applications
-] Abgentee Applications
- M Elections
Q Election Workers
g‘ Paliing Place Lacations
- Contacts
L0 Payment
[]--EE Addressing and Districts
E Calendar
& Pelitions

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

Quick Ta

) 5
'
o R

SelectReport

Step1of 2
Categons: |‘ater hd

5
Geocode Exceptions

L =
School District Changes

Stieet Name and House Mo
Inified Schanl Distict Chan ﬂ

Geocode Exceptions

Drelete | Modify Lapout |

Selected Report

(Feocoda Eycapfions

ReportOptions
Filter
[(5elect Fiter)
Sort By

[Custam Sort] ﬂ Custam

More Report Options

Frinter Setup

Print Options
@ Preview
O Prirt How
Q) Schedul

[Select Sch.. j Cusztom

Back | Preview |

( Mexst
/

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.

= o %]

b. (Optlonal) Enter the fllter Filter Mame: ‘ j
shown (with the correct . :
jurisdiction name, followed by HF‘TVlawﬁWLAddressGanCodeExceptlons| e =
an asterisk) to see one Equals [Tawh O RiCe akET v ot | [ 9
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

755 Use Sort |l Save

Delete @@ Close v|

by JurisdictionName,

ASC, to put each relier Sort Name| i
municipality’s -
addresses in order. fidame = || Order Xl
Municipalities may Jurigdictionh ame 450
omit this line. StreetM ame ASC
HouzeM umber ASC
¢ Click Use Sort. ] M () ¢

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
O Schedule

Back |

[Select Sch. ﬂ Cuztom

Print ‘

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

Printing Notification

-
‘]‘_) Repott Print ar Export is Camplete!

A samole of the A B | C D E F G H [ J K L N | O
P . Address City, State, Zip Status District Combo Jurisdiction Voter
Geocode Exceptions 1 Count
; 101 ALENA LN MADISON Wi Invalid 13251-051- CITY OF MADISON 1
report is shown. Note 47 53718-3466 3269-1 - 13251
that under each address, 18 DILLMAN SHERRI
the voters who live at 103 ALENA LN MADISON WI Invalid 13251-051- CITY OF MADISON 3
that address are listed by |42 53718-3466 32691 - 13251
name 50 Campbell James
. 51 Campbell Gail
52 POLINE YUVICSA
For addresses listed on 105 ALENA LN MADISON WI Invalid 13251-051- CITY OF MADISON 1
. 53 53718-3466 3269-1 - 13251
th's. report_, you should 54 FOSTER CHRISTINE
verify their correct 107 ALENA LN MADISON W Invalid 13261-051- CITY OF MADISON 1
location on the map, or 55 53718-3466 32691 - 13251
their correct ward and 56 DYER DANIELLE _
hool district 109 ALENA LN MADISON WI Invalid 13251-051- CITY OF MADISON 3
sC . 57 53718-3466 3269-1 13251
58 KUHNS MITCHELL
All addresses, even the :g :HE:HE éE\LiENJOLE
ones in the correct 3701 DESIGN PASS MADISON Wi Ivalid  13254-051- CITY OF MADISON 2
dIStr!CtS, must be ) 61 53719-4094 3269-1 - 13251
confirmed by following 62 MEYER ETHAN
the directions below. 63 MEYER EMILY
3703 DESIGN PASS MADISON WI Invalid 13251-051- CITY OF MADISON 1
64 537194094 3269-1 - 13251
65 MILLER KELLY
Redistricting Checklist Page 11 2/3/2012
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Check Geocode Exceptions from the District Combo screen:

1. Onthe Menu tree,

File Edit Yiew Tools Window Help

=lalx]|

click the plus (+) by | ||[E Menu shorteuts | quickTasks+ || [ | 21 [ [[#4 4y | Active durisdiction: [CITY OF BAYFELD - 14206+ _H (NI _H .
Districts and Office
Types. g ww—r = aroup by that column
- Voter CreatedOn - || Ciested By = ||Last Updat. || Last Updat. - ||RedistScen.. «||volerCount  ~ || Exception Cf ~ || Invalid Geo.
H1-{Eg] Voter Applications ¥ 127472001 2 1 56 24
H Absentee Applications S
) + i 127372011 2 1 [E] —
2 CI.ICk.the plus (+) by = Elections 12747201 H 1 5 0 g
Districts. @ Election Workers T2r72011 z 1 53 = 2

~+Z34| Poling Place Locations
41 Contacts

X

m
1 ';_JJ Districts and Office Types

3. C“Ck on DIStI’ICt < =B Districts
Combos. The District L
Combos in your
municipality will be B8] Assembly Distict

shown in the grid on i estinvmbyd
the right. 2| | »

y
y 4

-A| Congressional District
Ed| 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.

=N

J Quick Tasks |® “ SetDefauIts Use Defaults '|J w -|

] Save and Close E—mmqwew XK close

DistrictCombos' Chang@
Y] T ,
Na) (3] | (Na) B <) |mmmm LIE)

H| (X (2

[zoom: 15] g‘ Get voters for the district with incorrect geo location Itelllte
A G
{ \ o
< 2 g &
\ w J L} &
Y E Dy 2
s
ol
5
a d 5’ =
2 L 0
L) 2z ®
%)
5
a
= @
P
z =
= = Iz S
g A
@ @
7 Rice fwe ! 2 Rice Ave
&
£ Apostle lslands Uv
S, 2 Mational o
Airrgg b e = @ u - oy
v & o rhTteT z
o = o 2
2 = v = @
w tn
- . . postle [slands
. R.Il;imause fove " Bajfield I il
| - | @ 5 @ |
ke 2 = -
W IR R
yAve T Manypenny Ave B Maggie's Manvpefing dve
= @
= = 13
= 2 (13)
'y Wilson Ave w Wi
& -] @
= = = =
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10.

11.

12.

13.

14.

15.

16.

17.

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
g

Sjuno:

Address Voters

Code: 03038-001-4802-1
Description: Town Of Rice Lake - Ward 1 -

(_ Change District Combo
Mone Change Lancel

Mone Selected
Q303E-001-4802-1

03038-004-4802-1 ane
P
22 e RedBarn’

Theatre

+
22 314 Ay Pear Dr

(8]
o
=
o
£

N Bhore Rd

| Map | Satellite

oz

18

hddress

Address:

2229 20 102 201144 5T
RICE L&KE 'yl B488E-9117
Address Status: Valid
Geocode Status: Warning

District Combo

Voters

e
o]

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
geocode exceptions and may move on to
address exceptions.

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

Address with district combo changed (1):
2185 19 7716 AVE, RICE LAKE, W 54868-8818 Old: 03038-001-4802-1 Mew: 03038-002-4802-1

Cancel
v

o

Redistricting Checklist
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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.

R
1.  Onthe Menu tree, click the 2% welcome 1o AE M
I:I"'g “Wober
Reports nOde' [#-Z5] Woter Applications SelectR " S "
<] Absentes Applications ele epo - €po
2. On the Quick Tasks pane, click -\ Elections Step 1af 2 Address Excapbons
Print R t g Election Workers
rin epor S. Q Faling Place Locations Categary: Iﬁ
% E:::::;f ReportOptions
3. Leave the report Category setto 24 Addressing and Districts Filter
y - | Calendar
Voter, and select Address _ Custarn
i 1 2 Pefitions i
Exceptions from the list. Metged Votsr Information Sort By
- =1 Labels and Mailings Gchool D?St'?d Changgs j [Select Sart) ﬂ Custom
4, Click Next. -3 Scheduler Srhnnl Nistirt Frrentinns
(03] Administralion Geocode Exceptions More Report Options
Frinter Setup
Print Options
| &3 Frint Reports @ Preview
TGl O Print Mow
O Schedule
[Select Sch. j Cuistom
Delete M odify Laypout Q
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 B FilterForm | o] x|
Ina Wardr an(_j you want J _a_'] Use Filter Save | SaveAs x Delete | | Clear W Close Y|
to see the entire ward at

once, enter And; Filter Marne: | B
DISt”thombOC_Ode; RPTWiew_‘wl_AddressE xceptions |

E_ql_JaIs; and th_e fl_ rst 8 — T — —

digits of the District and DistictCombaCads Equet B

Combo Code followed
by an asterisk (like
20226-001%).

=n

- I X

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.
will open. Click OK.

The Print or Export is Complete! dialog box

| Printer Setup

Print Options

O Preview

=) Prirt Mo

O Schedule

[Select Sch.. j Cusztom
Back | Frirk ‘

@ 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

- ] X |

(| L= Use Sort Save Defete [ Close _ |

Sort Name ﬂ

Fieldh ame || Ordler ~|
DiztrictComboCoda ASC
StreetMame A5C
HouzeMumber ASC

] TSNS X
More Report Options

Printing Notification

-
‘]‘_) Repott Print ar Export is Camplete!

feet. Generally, the smaller the A B lc D E F G H [ K
distance to the border, the more . Address City, State, Zip Distance (ff) Status District Comho Jurisdiction ég::l’t
likely it is that there is an error. 1304 RIDGEWAY DR DE PERE W1 34115-3606  0.303843203 Valid 05216-001-1414-1  CITY OF DE PERE - 2
You can also see the number of 2 03216
1520 RFIDGEWAY DR DE PERE WI 34113-3606 0.330776202 Valid 05216-001-1414-1  CITY OF DE PERE - 1
voters at each address. : 05216
1522 RIDGEWAY DR DE PERE WI 54115-3606 (0.342509481 Valid 05216-001-1414-1 CITY OF DE PERE - 2
4 03216
You can use this report to check 1605 RIDGEWAY DR DE PERE WI 34113-3607 2441147979 Valid 05216-001-1414-1  CITY OF DE PERE - 1
street by street — first verifying 5 05216
that the street iS in the correct 1625 RIDGEWAY DR DE PERE W1 54113-3607 0.716618724 Valid 03216-001-1414-1 CITY OF DE PERE - 1
h 6 05216
Ward. |f the streetis a border 1627 RIDGEWAY DR DE PERE WT 54115-3607 0746377815 Valid 05216-001-1414-1 CITY OF DE PERE - 2
between wards, you can verify 7 05216
that even numbers are all placed 1626 RIDGEWAY DR DE PERE W1 54113-3608 0.746377815 Valid 03216-001-1414-1 CITY OF DE PERE - 1
. 8 03216
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 Page 15 2/3/2012
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Check and fix Address Exceptions from the District Combo screen:

1. Onthe Menu tree, : —=lolxl
. File Edit “iew Tools Window Help |
CDIIC:;( thte pluz (g%fby | & | B menu Shorteuts | (3 quickTasks~ || 7|l [ 21| =5 [[# gy | Active durisdiction: | TOWN OF RICE LeKE - 03. | .“ o ||
IStricts an Ice EETI <
Typesl ~fat Welcome to AESM = et el m
CreatedBy  ~ || LastUpdated On = || Last UpdatedBy  ~ | RedistScenariolD  ~ || Yoter Colgnt = || Exception Count = || InvalH Geo Count = |
B > 2 1 1”7 4
) i + < Absentee Applications = 7 252 =3 ]
2 el (DY o Gomm T : E— : ;
: ﬂ Palling Place Locations Z 1 185 12 0
&7 Contacts
. . . ﬁﬁmMMMﬂm N\
3. Click on District (' & o " ,
Combos. The District
Combos in your :a ot Dt
municipality will be 8] Assemby Distict
H H EH| Court of Appeals District
Shown n the grld on j Mu\t\durisdpipctionauud—ge'd
the right. < I 3
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 B D : Chippewa Falls - Ward 1 - Split 1 - I [m| I X Il
' Manping tab J Save and Close Wm x Close v|J g Quick Tasks |4=9 4 v|J Set Defaults Use Defaults v|J L] v|
pp g ' DistrictCombosI Chanoks Mapping |
(P O TSENT 56| (e . e Y ) (e@) (-
. w10 (3 | TGS () | () (%) () (@] Ol L L) (se) () I
7. Click the Icon with — i — s_u — i — @ | ¢t voters near district border not vet verified
B5th fve County Hws T T
:[‘rg Ftied tFlag labeled Erewit] County v NSoun Huph an Y Tap | Satelite
et voters near . .
. (¢ 3 o 5 : 3
district border not \v / 8 g 1
yet verified.” t Glen Lok (a0 T 8 %
Green and orange o : St
flags will appear to 7
show addresses (+]
within 50 meters of T a @ 2
a district combo N B osian.
bounda . Irvine Park
Y =
Tothwe  fstAy Address District Combo Voters
8. Right-click on a flag
to show address and e Address:
- - - - ortnem "
district information. E i 1325 JEFFERSON AVE
= g Hope 4. CHIPPEWA FLS Wi B4729-1232
. By Cemelery . o
9. Click the plus to ,. A g Address Status: Valid
zoom in (so the flags phaeambe®) gersbal e Geocode Status: Valid
are further apart and Cive st omest (@
you can select them s [
more easily). west 3

Gien Lock
Lake
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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.

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 onthe
District Combo SRELLEL : sl . e
tab J Save and Close Save and MNew x Close | J 3 Quick Tasks \@b “ Set Defaults Use Defaults “ (7] -|
' Distmcttombosl Changes Mapping I
ii.  Click Change Na) (B | () (3] 2D () | (@) () (@ ¥ [ X 2
District Combo. =
[zoon:; 14] | City Of Chippewa Falls - Ward 1 - Spiit 1 I m
iii. Click the gray (¢ ) e
H \v_/
bUtton af]the rlght | Address District Combo Yoters ‘
to open the
H ‘Iﬁ]| Code: 09211-001-1092-1
drOdeWn list. - o Description: City Of Chippewa Falls - ward
. \+ Y 1 - split1
iv. Select the correct County Couny thel 2 i Change District Comba i
district combo & Mane Selected Change CYncel
from the £ &
3len Lock 09211-001-1092-1
dropdown. . 09211 -002-1052-1

08211-003-1092-1
08211-004-1092-1
08211-005-1092-1
08211-006-1092-1
08211-007-1092-1

v. Click Change.

Vi.

[
0 Any 00

Repeat as
necessary. After
you have changed

*
Irvine Park

5ih & o

18 15 Aeig Inowdss

several addresses,
click the Disc Icon
to save.

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. | can

click all seven addresses to verify them at once.

Vard 1- Split 1

J Save and Close New x Close v|J J Quick Tasks |4=>

|J Set Defaults  Use Defaults .|J (%) .|

DistrictEombosI Changs Mappingl

R s ])
5 (W) | (@) (@) (@ 3| (=) (%

Py
-

= oj x|

able mu.’t}p.fe selection to verify voter

N | [ \ e
| (%) | () (&
[zoom: 16]
,.,.. ..\.\ LILrig sy
15t Avn
@
2
: Y—,\
- *
u L
[ﬁ] 2
(+]
L J Dave's North ITI-'I [
Side Services 3
; Tth Ave 7ih Ave
r
w
() 2 "
emy | w
GlenLoch IEEJ g
= [ 2
? Glen Loch E3
i d 3
g s
+ '
i
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¢

d. If the addresses are in
the right place, you |

.-:3 Save and Close

J Save and New x Close

| 21 quick Tofd

may also select an area DistrictCambos | Changes  Mapping |

to verify, rather than

(=

Gk

N :ld_‘nab.*e multipfe selection to verify voter |

\

clicking on each

[ m7|mq,wxz$a
W) | | | :

) (&) | (&) (&) (@

TACE oo,

Glen Lock
Lake

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.

[zoom: 16]
A~

(¢ )

1361, Sy

f ¥00RSEy

12 Uiork

::E@Q

[1=—7—7w—"-1
P
er oy
(=]
=]
o
i
1
any AEMPEOIE

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.

Dave's North
Side Services

Th Ay

?O l

T Dr

Tth Ave

D

Glen Loch

any AEMpEOIE

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.

strictCormbo -

J E Save and Close |

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.

D

strictCombos I Changes

|

N

L3

[zoom: 1%]
Ay

W&djacent districis I
o

E

12. Once you have . = I I
changed the desired ; ictCombo - Chippewva Falls - Yfard 1 - Split 1 - |lo| x|
addresses, click the =] Save and Close | nd New x Close _ J j Quick Tasks |4=> &2 . J Set Defaults Use Defaults. v|J o
DiSC Icon to Save DistlictEombosI Chang
your change. Do not _
use the Save and N | () | (N (] [0 |\ | L 41RR 4BBA. 4] L ARE. A | X\
Close button in the T
upper left corner. [zoom: 14] § !\a_il/ | Map | Satellite |
This will not save (¢ ») s e -
your changes. \v / : e
=
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 , b | ﬁ x -
selection to verify voter” then the Save button will become active
agaim. N—rfable multiple selection to verify voler
oA LEPT.!’IUI' [~ I
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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.

later.

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

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

g any il

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.

Menu X
1.  Onthe Menu tree, click the 2% welcome o AESM
- B Water
Reports node. -] Voter Applications SeloctReport Selected Report
-] &bzentes Applications L .
2. Onthe Quick Tasks pane, click A4 Fleniions step ol 2 Sehool Difrct Exceptons
Print Reports - Election Warkers
p . g‘ Poling Place Locations Category:
&3 Contacts Report Options
L Report: y
3. Leave the report Category set to [F et £ : Fiter
s Bl-+34 Addressing and Districts Merged Voter Information Cust
Voter, and select School District 2 Calendar et Changes Mo
Exceptions from the list. - Pelitions School District Exceptions Sort By
8 FM=ports ame and Houze N Custom Sart — W
[+ = Labels and Mailings HINCaya Vater Tishinn [Fustom Sort J m
4, Click Next. E% i;:ﬁiz”m School District Exceptions More Report Opfions
Printer Setup
Il]u-::l-: Ueso Print Options
’ O Freview
| &5 Print Reports (& Frint Mow
E el O Schedule
[Select Sch. - Custom
Delete Modj oLt J Q
Back | Print |
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 BB FilterFarm - o x|
DistrictComboCode, 2 UseFitter B Save = Save s K Delete | Clear B Close

Equals, and the hindi ~—F Fiter Name: | ]

number followed by an

asterisk. In the FRPTWiew ‘WI_SchoolDizstrictE xceptions |

example, 54002* will And/Or Field Mame Condition Walue

bring up every And DistrictComboCode Equals 54002

exception in the Town And DldDistictDesc Equals *Brachead"

of Avon in Rock < he | D ¢

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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A sample of the School District Exceptions report is shown.

6. Sortyour

a.

report.

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.

Click Use Sort.

— =] X |
] save Delete @@ Close '|

Sort NameI -/
FieldH ame = || Order |
OldDistrictDesc 450
NewDistrictDesc A4S0
Streeth ame ASC
Hougehumber ASC

; e Th 4

More Report Options

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. Clickthe

Print button.

10. The Print or Export is Complete! dialog box

will open.

Click OK.

| 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.

Printing Notification

-
\_1/‘ Report Prink or Export is Complete!

L= D

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.

1

2

3 Old District New District Address City Last Name First Name District Combo

4 | Madison Metropolitan Cregon 10 S GARDENS WAY FITCHBURG WI 53711- SCHAALMA MARY ANMN 13225-014-41441
5 | Madison Metropolitan Cregon 11 N GARDENS WAY FITCHBURG WI 53711 THAKKAR RESHNA 13225-014-41441
6 | Madison Metropalitan Cregon 11 5 GARDENS WAY FITCHBURG WI £3711- MATTES THEODORE 13225-014-41441
7 | Madison Metropolitan Cregon 12 S GARDENS WAY FITCHBURG WI 53711- DARR PAULA 13225-014-41441
8 | Madison Metropolitan Cregon 12 S GARDENS WAY FITCHBURG WI £3711- GARDMER ANDREW 13225-014-41441
9 | Madison Metropolitan Cregon 13 S GARDENS WAY FITCHBURG WI 53711- PATTERSON EMILY 13225-014-41441
10 | Madison Metropolitan Cregon 13 S GARDENS WAY FITCHBURG WI 53711- PATTERSON MNATHAN 13225-014-41441
11 Madison Metropolitan Cregon 13 S GARDENS WAY FITCHBURG WI 53711- RAVEN JANIELLE 13225-014-41441
12 | Madison Metropolitan Cregon 14 S GARDENS WAY FITCHBURG WI 53711- SCHULZ JILL 13225-014-41441
13 Madison Metropolitan Cregon 14 S GARDENS WAY FITCHBURG WI 53711- SCHULZ KIRK 13225-014-41441
14 | Madison Metropolitan Cregon 15 S GARDENS WAY FITCHBURG WI 53711- WICK ANDREA 13225-014-41441
15 Madison Metropolitan Cregon 16 S GARDENS WAY FITCHBURG WI 53711- WALSH KRISTINA 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.
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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.

T R e AT )
Home Insert Page Layout Formulas Data Review View & e =B X
J— ] ] S - - g
Calibri S A = S General - ij ﬁjﬁ o ;:::; ] ;_ Q}Y l;a
Bru-Zi-[&-A-E B S e o Table - tes - | EIFormat | @ Finer setect+
Font Alignment Number Styles Cells Editing I
0339 M J= | COUNTY ROAD H v
A B C D E G K P
CountyName MunicipalityName VoterRegNum NamelLast NameFlrssressLlnef B
BURNETT COUNTY - TOWN OF ANDERSON - 4110019 BOUCHIE ROMNALD 001 BHTER RD D01 W E KD
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 48/37 87 22024 STATE ROAD 48/37# 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 ERIVER 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 GRONSKI MNICKY 20723 EAST RIVER RD 20723 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 700217590 GROMNSKI JEREMY 20723 EAST RIVER RD 20723 ERIVER RD
BURNETT COUNTY - TOWN OF ANDERSON - 700656810 FRY HOLLY 13075 BASS LAKERD 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 LAKE RD 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 CO ~IOWN OF ANDERSON - 702249970 SWANSON ALLEN 20889 EAST RIVER RD 20889 ERIVER RD
-
EEALTIT FALIRITY  TAIATRT PARA RINEDE AR FNAINIIEN LLARICARL nawvIn Q0NN CAST DIVED BN 2NaNA C DIVED DR
M4 (e\ferﬂmom Voter Maling Address Poling Place Location Address Absdl] 4 | Il ] ¥ [

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.

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.

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).

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.

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:

5.

PO Box addresses show the PO Box

number first in the Mailing Address | _Maiing Adde_. |52 PO B [
field, but will print in the correct | ALGOMA, Tllw =[s4z0m0082 =]
order on voter mailings and absentee [fddress 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):

Fom: [Non US Adé-_[i a. Click the Mailing Address button in =
. b alling Addre .
NanU A | the voter record. The Address Detail il il
|Add|ess Line 1a ‘ screen Wi" Open'
I::jti } b. Change the Format to Non US Address.
|Add|ess Lire 4 ‘
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).

Send Ballat Options

M. If the new address is incorrect, you must go to R
- ot Wia Mail -
the voter record and update the Mailing Address | "@=teeaem (M =
fiée(ljd. Yo(;;hdo n(;)t _netlad to \f(a;lidate amailing Hem | bl 54241-028-2695-1
address (the red circle is ok). -
. . =
N. Some common issues with absentee addresses: .
Yoter Mailing
Address
8. Note that the Home Address and the
Voter Mailing Address cannot be edited
from the absentee application. You must porges 120N (RONWOOD DR
click the Go to Voter button and change T |4PACHEJCT,AZ 851208608
those addresses in the Voter record if they Q

are incorrect.

9. If you need to add information to the

absentee address, you can add it to the Mpsentee | (1280 | [NIRONWOOD DR El

Address Line 2 field, and it will show up APACHEUCT  wlaz =l[ssiz0m608 =
after the house number and street name Address Line 2 LaT =7 (=]
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:

: —=lalxll 3 Click the Absentee Address button.
Ml e . The Address Detail screen will open.
EEETAR b. Change the Format to Non US Address.
e c. Enter the correct address. Any format will be accepted.
d. Click OK.
ol | 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

g 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.

T

In the following example, you must 3} Welcome to AESM
create a letter for a ward or entire E- vaer

= It S th ({55 Y oter Applications Select Mail Selected Mailing
mUnlClpa ! y Ince there are over -] Absentes Applications electMaling—— =
1,000 voters, you cannot use the data -\ Elections o Voter Redisticting Trifold Maling
grld Instead you will use the Labels E‘ Ezﬁ:;r;'l\,:coéﬁ_eoiations |V0ter|nformation | Mailing Dptions —
and Mailings node. If wishtosend || - 4 Contacts T — Fier _ N
the letters to under 1,000 voters, you || 2 Payment [ o Fter e )

A - Diistricts and Office Types Sort By

can search for all of those votersin || . & Calendar B |
the voter search grid, select them all, O e—
and choose the Send Mailings quick N = [Gelect Message] »] | Custom |
task. Then follow the directions below, || =0 Administiation More Mailing Dptions

[[] Schedule Mailing

[Select Sch. j Custam
O

Print Options

starting on Step 3.

Before you print this mailing, make

sure all data cleanup is finished. KT
Voters with no district combo will r_10t 3( Gene,ate,p,immmngss
show up on this report, and voters in

the wrong districts will get incorrect information.

Frinter Settings |

Step 1o 2 Mest , O Preview
ey

O Prirt M
® [ueue for Later Printing

0K

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 youwant to print letters | ~ =10l x|
H _&_1 Use Filter .-: Save L.] Save As Delete j clear B Close -

for_actlve \{oyers_for the_

entire municipality, omit Fier Name: | Bl

the Second Ilne Election History | Mailing History  Mailingsyoteriew |

And/Or Field Mame Condition Walue
A A And StatuzCode Equals Active [ACTM ]
d. Click Use Filter. And DistrictComboCode Equals 45211-002
; = Ll X
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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, G ~
then in alphabetical order Sort Name| d
by name. (If you filtered

Pl Save Delete @ close ,|

o ) Fieldt ame = || Order -]
the mailing to print a DistrictCombeCads A5C
single district combo, you SendTol asthame 45T
may Omlt the firSt “ne.) SendTaFirstMame ASC
; - I

c. Click Use Sort.

8. The labels can be printed now or later.

a. If you have relatively few letters to print, you may select Print Now and OK. You will see a dialog box telling
you that your mailing has been marked as printed.

b. If you want to print letters for many voters, usually you will wish to export these letters to a PDF file. You can
send this file to a company for processing, or print it yourself in manageable portions.

x|
1. Click the Printer Settings button. The Print ~ Pinter
dialog box will appear. " Default Printer
A A " Specific Printer
2. Choose the Export to File option. & D\oort T Fije E#pot Fils Name:
. ) | Green Bay Mailing ward 2.FDF Browse
3. Enter in an Export File Name. Please use only Render Format:
letters, numbers, and spaces. FDF [~
4. Make sure the Render Format is set to PDF. ~Other Options
["] Track Report History  Repart Was Run FD[Z“ @|
5. Click Save Settings.
GeSetD Cancel |
=
c. For large print jobs, you should choose the Queue for Later Printing option. Print Options
Printer Settings
d. Click OK. E— |
B
. . . . . ( @ Quede for Later Printing
e. You will see a confirmation dialog box. Smaller batches of letters will say “Your
mailing has been marked as printed...” Larger batches will say “The mailing oK

has been scheduled to print.” Click OK.
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9. Retrieve your mailings:

a. Hitthe plus (+) by E— s
the Labels and 5 Welcame to AESM - 2142012
ili -8 o I ﬂ D ate Created: T j
Mailings node. E-g Vel Cromted B
[#-{£5] Woter &pplications EEUEG 5%
----- <] Absentee Applications | ﬂ
b. Click on Queued =\ Electons Se—
FET T (I @ blection W orkers Records Returned: 46 ount Only Search
BatCh Malllngs- ----- ﬂ Polling Place Locations
----- 47 Contacts
_____ Z§ Payment 0 group by that columin
C. In the Date [-¢34 Districts and Dffice Types laie T . || Messand
Created dropdown, ga'enda' : icting Trifald Mailing 0|2/1/2012 1000 0 MAIL
eports . " m
enter toda ’S date. L= o Woter Redistricting Trifold Mailing 021202 1]
y =1 Labels and Maiings Voter Riedisticting Trifaid Maiing 027172012 1000 0 Ml
Woter Redistricting Trifold Mailing 021202 1000 0 |MaAIL
d. Click Search. Y Vater Redistricting Trifold Maiing 0|2/1/20m2 1000 0 [MaIL
i R o
R j Fietumn Maiings — oter Redistricting Trifol ailing
@ Note that if you export more 5[0 Scheduler || [Woter Rredistiicting Trifold Mailng [EAE 1000 0 [MaIL
than 1’000 |etters at a time, = oter Hed!str!ct!ng Tr!fold Ma!l!ng 021202 1000 0 |MaAIL
h ” b b k . Woter Redistricting Trifold Mailing 021202 1000 0 |MaAIL
they will be broken up into Tasks Vioter Fedistricting Trifold Maiing 0 [zA /2012 1000 0 [MAIL
groups of no more than 1,000 # CopyBatch Maiingls Ve st Tid ol NET oo o
. oter Redistricting Trifol ailing
labels. For example, 3,450 &y EditBatch Maiin Vater Redistricting Trfald Maiing 0[2r1/202 1000 0 [MaIL
letters would produce 3 55 i Maiingls) Voter Redisticting Triold Maiing 0 [21/2012 1000 0 [MaIL
batches of 1,000 and 1 batch of oter Redistricting Trifold Mailing 0 [2/1/2012 104 0 [Mall
450 items.
e. Click on the first batch you

wish to export.

f.  Click on the Edit Batch
Mailing quick task. The
Create Mailing panel will
appear.

Click the Printer Settings
button. When the dialog box
opens, change the file name
by adding a number or other
small difference to the file
name.

Click Save Settings.

i. Click Print Now and OK.

ted Mailing

Woter Redistricting Trifold b ailing

Mailing Options Print X|
Filter r— Printer
[Selected Fecord.. ﬂ Custam " Default Printer
Sart By " Specific Printer
[Select Sart] ﬂ Custam * Export To File  E#port File Name /\
Messages | De Pere Redstricting MaiIQg P9F Browse
[Select Meszage) ﬂ Custom | Render Format:
More M ailing Options FOF ﬂ
[[] Schedule Mailing
[Select Sch.. j Custamn —Other Options
= ["] Track Report History  Repart Was Run For:| @‘

Tplions

Frinter Settings

‘ Save Settings ’ Cancel |
.

O Queue for Later Printing

0K

10. Repeat steps e to i for each batch you wish to print. Remember to change the file name slightly each time. If
two batches have the exact same file name, they will paste on top of each other. The first batch will be erased,

and the file may be corrupted.

11. The file will be sent to the My Documents folder on the Citrix Login Page. You must move the file to your
Client C: drive and print it (or email it) from there. If you need directions for retrieving a file from the My
Documents folder, see the Retrieve and Print Poll Book section in the Poll Books chapter of the SVRS Manual.
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%

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.

ADAMS, GLADYSE
WTENETS WAUWATOSARD
CEDARBURG, WI 53012-1708

January 26, 2012

Dear Gladys E Adams,

Voter Number: 0014000330
|

2814283

This official letter from the City Of Cedarburg concerns your voting district information and

polling location. Please read this letter carefully.

Due to redistricting your district information may have changed. Please review your districts and your

polling location listed below:

Your District Information:
Municipality and Ward: City Of Cedarburg - Ward 2
Aldermanic Distict:  Aldermanic Disfrict - 2

County Supervisor.  County Supervisory - District 17

Assembly: Assembly - District 50
State Senate:  State Senate - District 20
Congressional:  Congressional - District §

School District Cedarburg

Your Polling Place Location Information:

{Mote: Polling Place Locations can change from election to
election. For the mast up to date information check
wpa.wigov)

Mame: Community Center Gym

Address: WE3NE41 WASHINGTON AVE

Unit:

City, State, Zip: Cedarburg, W1 530121945

Poll Hours: 07:00 AM to 08:00 PM

CLERK

If you have guestions, please contact your municipal clerk:

Clerk Information:

Cynthia Bauer

CITY OF ALTOONA

PO BOX 8, 1303 LYNN AVE
ALTOONA, W 54720

Phone: (715) 838-6092

Email: CINDYB@CI ALTOONA WILUS

Redistricting Checklist

Page 28

2/3/2012




statewide

gistration
aystanm

SVRS 8.0 — Redistricting Key Changes

Generate Redistricting Postcards using a Mail Merge

o

the correct voter, district, and polling place data into your postcard document.

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

Run the Voter Listing for Redistricting Report

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 Voter Listing for
Redistricting from the list.

4,  Click Next.

Before you run this report, make sure all

%

~{a}t Welcome to AESM
- B Water

[+ Woter Applications
<] Absentee Applications
- M Elections

g Election Workers
g‘ Fualling Place Locations
-7 Contacts

Payment

£} 3 Addreszing and Districts
E Calendar

~gF Pelitions

[]--- Labelz and Mailings
-3 Scheduler
[-{F] Administration

SelectReport

Step 1 of 2
Category: | Voter ﬂ
Reparts
“oter Histonye j

A ET]

oter Listing for Redistricting

gter Listing with Districts J
= -

Witer BadEtemnm 1arnemie

“oter Listing for Redisticting

Selected Report

Votar § it for Aedisficting
Public Fepart

Report Options
Fi

Custom
ﬂ Custom

More Report Options

N

Sort By
[Select Sart)

V' Shaw Pratected Information

. .. . rinter Setuy
data cleanup is finished. Voters with no Fiter et
district combo will not show up on this F";':’"“““
report, and voters in the wrong districts O Pioe o
will get incorrect information. © Schedule
e - : [Select Sch.. j Custam
e ’ Back | Preview |
5. Filter your report. 4/
a.  Click the Custom button next et =lolx]
to the Filter drOp'dOWn list. J 4 UseFitter )o Save | Save s JK Delete | ] Clear M Close v|
Filker M ame: -
b. Copy the filter shown. The first | &
“ne W|” I|m|t the report to Only RPTWiew 'wl_YaoterListFarR edistrict |
actlve voters. The Second |ine And/Or Field Mame Condition WValug
iS Optional |f yOU WISh to Aind Woter Status Equals ACT"
include the entire mun|C|pa||ty And DigtrictCombo Code Equals 20276-001*
omit the second line. : M LIX
@ 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. < i S =
b. Copy the Sort displayed. This will put the report in Sait Name| i
order by the district combo, then the voter’s last name T =1 Oer =]
and fiI’St name. DistrictCombo Code ASC
Last Name ASC
. First Name ASC
¢ Click Use Sort. : "+ S| K
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7. (Optional) An Alternative Sort: =1ol x|
d. Click the Custom button next to the ;
Sort By drop-down list. Sort Nams| H
. . . Fieldhame || Order =
e. Copy the Sort displayed. This will DistictCombo Code 450
put the report in order by the district Street Name ASC
Combo’ then the Voter’s address' 2:::: ;-::;ilectional Code igg
You can US_e thlS sort to V?”fy that Street PostDirectional Code ASC
streets are in the correct districts. House Number A5
f ~ X
f.  Click Use Sort.
Print x|
— Printer
" Default Printer
8. Click the Printer Setup button and verify that your : Sl FiliEy .
- - * Export To File ®part File Name:
printer settings are correct. Once they are correct, B TFIPON WARD 2 FEDISTRICTING REFORT e
click Save Settings. I —
EXCEL -
@ If you are going to do a mail merge using this _
report, you must choose Export To File and make [ Dther Options
sure the Render Format is Excel. For further [ Track Repert Histoy - Fizport s Fun Fer | i
information on printing and exporting a report, see
the Reports chapter. G’e%@ Carcel |

More Report Options

9. Click the Print Now radio button.

Printing Motification ll
10. CIICk the Print bUttOﬂ. Print Options \"ia/] Report Prink or Export is Complete!
O Preview
11. The Print or Export is Complete! dialog box will @ Piint Mow "
open. Click OK. O Schedhie

[Select Sch.. ﬂ Cuzkom
Back Frint | ,
. /

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.

A B = 1] E F G H | J K L o P Q
1 Voter Rez  Voter Name Address Line 1 Address Line 3 WAR CONG SEN ASSM COSUP MUNI AL CSCH Polling Place Desc Polling Place Street Address Polling Place City, State, Tip
2 012312 ADAMSKL PEGGY % 5 WDl CGO§ s As4l SU1  MNI7 ALL T4872 CITY OFRIPON CITY HALL BUILDING 100 JACKSON ST RIPON, WI 54571-1312
3 13 7 ADAMEKIL SYLVESTERC 5 WDl CGO§ Az4] 27 ALl 4871 CITY OFRIPON CITY HALL EUILDING 100 12 T
4 ALEBRECHT. WILLIAMH WDl CGOE A4l AL1 74872 CITY OFRIPON CITY HALL BUILDING 100 14
5 ALERIGHT, GAIL A WDl CGOoE Asq] AL1 74871 CITY OFRIPON CITY HALL EUILDING 100 14
I3 ALF. MARGARETD WDl CGOS Az4] Ar1 74871 CITY OFRIBON CITY HALL BUILDING 100 14
7 347 ANDERSON, MICHAEL | 242 WDl CGO6 A4l 27 AL1 4372 CITY OFRIPON CITY HALL BUILDING 100 14
3 ANTHON,BARBARA A 2 WDl CGoé Asq] AL1 74871 CITY OFRIPON CITY HALL EUILDING 100 14
9 AVERY, JUDITHL 50 WOLVERTON AVE WDl CGOs As41 {27 ALl "4871 CITY OFRIPON CITY HATL BUTLDING 100 14
BALISTRIERL JEROMED 615 W OSHKOSH 5T APT 127 WDl CGOoE As4l 27 AL1 74372 CITY OFRIPON CITY HALL BUILDING 100 14
91§ EUREKA ST WDl CGOoE Az4] ALl 74871 CITY OFRIDON CITY HALL EUILDING 100 14
91§ EUREKA ST WDl CGoE As4] AL1 74872 CITY OFRIPON CITY HALL BUILDING 100 14
2 597N N UNION ST APT D3 WDl CGOoE As4l AL1 74871 CITY OFRIPON CITY HALL BUILDING 100 14
BEDNAREK JAMES G 410 PEARL ST WDl CGOo§ Az4] Ar1 74871 CITY OFRIPON CITY HALL EUILDING 100 12
3 BEDNAREK PATRICIA A 420 PEARL ST WDl CGOE A4l 7 AL1 74871 CITY OFRIPON CITY HALL BUILDING 100 14
46 f00L230805 BEHRENDT,HENRY N 434 HAMBURG ST WDl CGOE S8 Asq] {27 AL1 T4871 CITY OFRIDON CITY HALL EUILDING 100 14
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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

SVRS 8.0 — Redistricting Key Changes

Connie McHugh, City Clerk
PO Box 49

Cedarburg, WI 33012-0049
(262)375-T606
cmchugh@ei.cedarburg wius

e 2 1 a.c “
- "E].EFT[ IN MAIL

Return Service Requested

Postage Block

www.cl.cedarburg wins

This is official notice of your voting district
mformation znd polling location.

Due to redistricting your district information
may have changed. Please review the districts
and polling location mformation on this card.
If you have questions, please contact your
municipal clerk

Ward: #WARD»
Aldermanie: AL
County Supervisory: «COSUP»
State Assembly wASSMw
State Senate: #SEN»
Congress: wCONG»
Elem School: #Schls
High School: «Schls

New Polling Place Location:
«Polling Flace_Titlew
«Polling Flace Addressls
«Polling Place_Address2s

Poll Hours: 7:00amto 8:00pm

(Note: Polling Place Locations can change from
election to election. For the most up to date
information check vpa wi.gov)

«Voter_Fegn
«Voter_Namex»
«Voter_Addresss
«City_State_Zip»

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)

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 | | 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

clerk@sample.net

608-325-8420

OK | | 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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