2011 Reprecincting and Redistricting
I-VOTERS Instructions
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Overview

You will use the “Districts & Precincts” and “Address Library” modules in -VOTERS to make
changes after redistricting and reprecincting.

Sequence of Events

Before you can begin modifying “Districts & Precincts” and the “Address Library” in I-
VOTERS, you need to determine which changes need to be made. Use some of the reports
listed below in “Useful Reports” to help you plan.

Important Note: There cannot be any open elections in “Election Management” when making
changes in I-VOTERS.

You must follow the steps in the order listed below. You may skip some steps if they are not
applicable to your county. For example, you may not need to create a new precinct.

1.

2.

8.

9.

Modify congressional, state senate, and state house districts.
Create new precincts.

Edit precincts.

Create new splits.

Modify existing splits.

Assign districts to splits.

Modify address library.

Create new polling places.

Assign polling places.

10. Create new districts.

11. Delete splits and precincts.
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Useful Resources

The following reports may useful in determining which changes you need to make in I-VOTERS.
These reports will tell you how your precincts, splits, and districts are currently set up. These
reports may also be useful for proofing purposes.

Address Library Export

This export will generate your address library into a .txt file that you can open and modify in
Excel. Each row will contain an address range with its precinct, split, and polling places (and
their addresses).

1. Open the “Address Library.”

2. Under “Export,” choose “Address Library — Polling Place Export.”

Kflllf'ﬂ.ddress Library
Maintenance | Export

#ddress Library - Palling Place Expart
—Selection Criteria

3. Browse for the location where you save I-VOTERS exports. Click “OK.”

I = = =l

{ lh‘ii”mg% Browse For Folder _?Iil |

l4

[ E'Address Library - Po El 52 () C$ on 'Client! -] _ = ﬂ

() ApplicationFiles
) ATTMSCAN woter Search Helo

Output Path | E ;‘:r:;:q

[C5) dd00273c3fa09ben3980dse2da32 art | Close

(L5 Documents and Settings

() DolFware

(5 Downlnads

= isms

(L5 18 Data 2010 Final

[ Inetpub
VOTERS

=
Make Mew Folder | oK I Cancel I

Y

4. Click “Export.”

E'Address Library - Polling Place Export ;Iglil
Woter Search Help

Output Path  [WATVOTERS Browse |
Expaort | Close |

To open the export in Excel, follow these steps:
1. Open Excel.

2. Goto “File,” then “Open.”
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Browse for the location where you saved the file.
You may need to change the “Files of Type” to

“All Files.” Open the file.

The “Text Import Wizard” will appear. Choose
“Delimited” then click “Next.”

On the next screen, check “Tab” and “Comma.”

Click “Finish.”

You can now use the file to sort by address

range, street name, city, etc. Be sure to save the
file as an .xls file in a location where you will find

it for future use.

Important Note: When you try to open the file, Excel

may notify you that the file is “Read Only.” Click “OK” to

continue opening the file.

Fext Import Wizard - Step 1 of 3

a%]

The Text Wizard has determined that your data is Delimited.
[ this is correct, choose Mext, or choose the data type that best describes your data,
Original data kype
Choose the file type that best describes vour data:
O} ed] - Characters such as commas or tabs separate each field,
) Fixed @dth - Fields are sligned in columns with spaces between each field.
Startimpork sk pow: 1

2! File crigin: 437 OEM United States e

Preview of file CAIWOTERSYAdrLibPolPlaceExport-5-23-201 140020P M. Ext,

1 House_No_From,House_No_To,Rule_Type,Stdir_Code,Street_Name,Street_Type,B#
0z,102,EVEN, ,WILLISCA,ST,,,,LACONA, 50139 ,Dallas,DA.MD,No, HELCHER DALLAS
15,191, ALL, , BUTLEDGE, ST, , ,  LACONA, 50129, Dallas,DA. MD No, MELCHER DALLAS

[4hze, 268,11, M0 67%6,,,,, LACONA,50139,Dallas, DA MD,HNo MELCHER DALLAS COI
£|133,153, 00D, , REAGAN, DR, , , , LACONA, 50135, Dallas DA.MD,No ,MELCHER DALLAS COJvw
< >

Text Import Wizard - Step 2 of 3 ﬁ
This screen lets you set the delimiters your data contains. You can see how your bext is affected in the preview
below,

Delimiters

= [#Tab
I [ semicolon

[ Treat consecutive delimiters as one
EiCemmat
[ space
[ other:

Text gualifier: | ¥

Data previsw

cuse_No_From House_No_To [Pule_Type Ftdir Code Ftreet_Name Btreet_Typs [Posi®
0z 0z VEN ILLISCA T

15 31 LL UTLEDGE T

2z 58 LL 576

3z a3 ) BACAN n v

< >

[ Cancel ][ < Back ]I [lext = ][ Einish ]

The following reports may helpful to determine which precincts and splits are within certain
districts. You can also use these for proofing after you have entered the new information in I-
VOTERS. The reports are available in “Reports & Labels” under “Districts & Precincts.”

DP-002

District Splits

This report lists all the splits within each district in your county.

District Des Moines Area Community College Director 5

Splits

CL.CL.PE KXT.HOXT.PE LP.LP.PE PE1.PE1.PE PE2.PE2.PE
PE3.PE3.PE PE4.PE4.PE QTLEY.RR.PM.7 QOTLEY.RR.5E OTLEY.SUPE
OTLEY.SU.PM.4

Total Split Count : 11

District Indian Hills Community College Director 7

Splits

WS.WS.CH

Total Split Count :

Revised 6/2011
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DP-005 Precinct Splits

This report lists all the splits within each precinct.

Precinct Clay Township
Splits
CLKX CL.PE

CL.TC HW . KX

Total Split Count :

Precinct Dallas

Splits
DA.MD

MD.MD

Total Split Count:

Precinct Indiana

Splits
TN

IN.TC

Total Split Count :

DP-012 Split Districts

This report lists each precinct broken down by split and the districts assigned to each split.

Precinct Clay Township
Split CLKX
Districts

United States Representative
District 3

Clay
UNINCORPORATED AREA
split CL.PE
Districts

United States Representative
District 3
Clay

UNINCORPORATED AREA

Revised 6/2011

State Senator District 36

Des Moines Area Community
College Director 4
Total: 9

State Senator District 36

Des Moines Area Community
College Director 5

Total: &

State Representative District Judicial District 5A
072

Des Moines Area Community Knoxville - 3375
Callege

State Representative District Judicial District 54
072

Des Moines Area Community Pella -5166
College

Prepared by the lowa Secretary of State’s Office
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Modifying Congressional, State Senate, and State House Districts

The Secretary of State’s Office will share the new congressional, state senate, and state house
districts with each county. You will see both the new and old districts listed in the “Districts” tab
in “Districts & Precincts.”

I Districts And Precincts [ _ ol x|

Districts  Splits  Reports

Precincts | Selts  Districts |PnHmn Placas

—Search

Districk Type | j
District Code District Name Search Clear
District Code | District Name | District Type ;l
6101_MA Southeast Polk - DO NOT USE SCHOOL

14 State Of Iowa STATEWIDE

028 State Representative Districk 028 STATE HOUSE

071 State Representative District 071 STATE HOUSE

a7z State Representative Districk 072 STATE HOUSE

079 State Representative District 079 STATE HOUSE

14 State Senator District 14 STATE SENATE

36 State Senator Districk 36 STATE SENATE
40 State Senator Districk 40 STATE SEMATE
su Summit TOWNSHIP
502 Swan CITY

" mun T =i

UM Union

United States Reprasentative Districk 2 [0 SIONAL
United States Representative District 3 COMGRESSIONAL
h ZauucLun

Mew | Detail | Delete | Close

Each county will need to review their split assignments to ensure the splits are assigned to the
correct districts. Counties may need to edit the district assignments of each split individually or
may use the “Replace District” method. Most counties will need to use both methods.

See the “Editing Splits” instructions on page 9 for editing district assignments for each split.

Replace District

The “Replace District” feature allows you to replace one existing district with another district.
This method is most useful when the district boundaries did not change much.

Important Note: For house and senate districts, you may still need to edit some of your
individual split assignments to assign them to the correct district, especially in the areas where
the old district boundaries vary from the new boundaries. Use the “Editing Splits” instructions to
do so.

1. Open “District & Precincts” from the main [-VOTERS menu.

2. From the “Districts” menu at the top left of the screen, select “Replace District.”

uﬂil? Districts And Precincts
Splits  Reparts

Districts

Districts | Polling P\acesl
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3. The “Replace District” screen will appear. I Replace District %]

Choose the “District Type” from the drop-down kel
menu. Operating Mode @ Current © Warkspace |
Select the old district from the “Replace bisiet Type  [CONGRESSIONAL =l
D| Strict” dI’Op—dOWh Replace District |3 - United States Representative District 3 j
With District |2 - United States Representative District 2 =l
Select the new district from the “With District” In Predincts _Select Hane |

dI’Op-dOWI’l. Wl Clay Township (CL)

Il Indiana (IM)
vl Knoxville City Ward 1 (Kx1)

Choose which precincts you want the district 8 Knoxvills City Ward 2 (kx2) =l
replacement to occur. save | close

4. Click “Save.”

5. The “Audit Comment” screen will appear. The comment Tif uit Comment x|
entered here will be reflected in the audit logs of affected Help
voters. Leave the box next to “Generate Voter Registration | audt comment
Cards” unchecked. Voters will be notified at the same time e
when all changes in the county are complete.

Instructions for sending voter registration cards to voters I Generate vater Registration Cards | save | cancel |
after the redistricting/reprecincting process is complete will

be provided at a later time
6. Click “Save.”
7. Depending on the number of voters affected by the district change throughout this process,

you may receive a system scheduling notice. Click “No” and the process will begin. It may
take some time to complete.

This process will take long to complete, Do you want fo
schedule it to run later ? Press es' and specify date and time
or Press ‘Mo’ to execute the nrocess now,

Estimated time to complete:

Yes Mo | Cancel |

Schedule Date/Time:
Date I Time Elﬁlﬁ f-WII
Description | QK

8. You will receive a message at the top of the screen letting you know when the district has
been successfully replaced.

A Replace District = o s
The district has been replaced successfully. Help

‘ Operating Mode ' Current " Workspace |
District Type CONGRESSIONAL -]
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Creating a New Precinct
1. Click on “Districts & Precincts” from the main I-VOTERS screen.

2. Be sure the “Precincts” tab is selected. Click “Search” to bring up the list of current
precincts in your county. Pay attention to the conventions your county uses for naming and
coding precincts. Follow the same conventions when creating new precincts. Click “New” at
the bottom of the screen.

[ Districts And Precinets =l
istricts  Splis Reports
Hel
precincts | sflits | Districts | Poling Places
Precinct Code |
Precinct Mams [ Search | Claar
Code [ Mame [~
CL Clay Tawnship
DA Dallas
™ Indiana
Kx1 Knonville City Ward 1
Kx2 Knoxville City Ward 2
Kx3 Knoxville City Ward 3
Kxd Knonville City Ward 4
KT Knoxville Twp
LB Liberty
Lp Lake Prairie
OTLEY Ctley
PEL Pella City Ward 1 .
PE2 Pella City Ward 2
PE3 Pella City Ward 3
PE4 Pella City Ward 4
PYLLE Pleasantville -
e e hinaban
Pl | >|_|
Mew | ff petail Delete | Close

3. Enter the “Precinct Code” and “Precinct Name.” Enter the “Polling Place” if known. You
can create the new precinct without knowing the new polling place at this time. Creating and
assigning polling places instructions will be provided at a later time.

Use a “precinct code” unique to your county’s — TR =10l
precinct code conventions. The code does not \ater Seard e
have to be unique across the state, but it does Tz PRECINCT = Pingfizce | =
have to be unique within your county. | precs cose 3 7 i

4. Click “Save.” A message will appear at the top solits Distrits | congact |
of the window reminding you to add splits to Distct Coce [ cistrice Name e |

the new precinct.

5. Continue creating precincts until all new
precincts have been added.

Save Close
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Creating a New Split
1. Click on “Districts & Precincts” from the main I-VOTERS screen.

2. Click on the “Splits” tab. Click “Search” to bring up

_ o _ —lol>
the list of current splits in your county. Pay attention =~ 2= 2= o
to the conventions your county uses for naming and e [ o5 | s ]
coding splits. Follow the same conventions when e =
creating new splits. Click “New” at the bottom of the (.d | o= ] i
screen. current | workspace

= E e ounehe -
CL.PE Clay Township

CLTC Clay Township

HV.KX Clay Township -
D&MD Dallas

MD LMD Dallas

test split Dallas

IM.KX Indiana

INTC Indiana

Kx.51 Knozville City Ward 1

Kxl.kx Knozville City Ward 1

Kx2 KX Knozville City Ward 2

E;i:ii il ek wars 3 -
new | oetal Delete Clase

3. The “Create Split” screen will appear. Enter a unique code for the “Split Code” and choose
the “Precinct” from the drop-down menu.

a. To add districts to the split, select T
each district from the “Available _ R
Districts” list on the right. Expand im.t.c:tde e
the list of districts under each -

district type by clicking on the “+”
(plus) sign.

Districts | Address Library |

Included Districts Avyailable Districts

Type [ Code [ Description - CITY -]
CITY 597 Knoxville Bussey
Hamilton

Harvey

b. To select a district, click on the

district name to highlight it. Click on
the “<” (left arrow) to add the
district to the split. The added
district will appear under “Included
Districts.”

Knosville
= Marysville

Melcher-Dallas
Pella
Pleasantville

£ CITY COUNCIL WARD

£ COMMUNITY COLLEGE

- COMMUMITY COLLEGE DIRECTOR
- CONGRESSIOMAL

- JUDICIAL

- SCHOOL

- STATE HOUSE
+ STATF SFMATE LI

Save Close

c. Repeat until all districts have been
added to the split. Add all
applicable districts to each split.

d. Click “Save” when finished adding all districts.
Important Note: If a required district type has oy s
not been included, an error message will display
when you try to save the split. Hold the mouse
over the exclamation error symbol to see the
details of the error. —

Solt Code

Precinct

Vater Count
Districts | Address Ubrary |
Included Districts

Type
1Y

[ code Description
597 Knoxville

=
close

& )

Revised 6/2011 Prepared by the lowa Secretary of State’s Office Page 8 of 20



Editing Splits

1. Click on “Districts & Precincts” from the main I-VOTERS screen.

2. Click on the “Splits” tab. Search for the split you need to edit. You can search by precinct
using the “Precinct” drop-down. Click “Search.”

{177 Disaricts dnd Precinets =0l x|
| Detrdts Sols Reports
i Halp
| Precincts  Sphits | Districks | Poling Blaces |
I Search
il | Pracint | =
SelCode  |ciay Township | _zeah | clear |
Dallas .
CUmeTE | ™ Indiana
Ersville City \Ward 2
Knonvills City Ward 3 1
Enaxvile City Ward 4 B

3. To select the split, click on the name to highlight it and click “Detail.”

4. The “Split Details” screen will appear. You can edit the “Split Code,” the precinct to which
the split is assigned, and the districts assigned to the split.

Important Note: If the “Split Codes” have been assigned using a naming convention

incorporating the precinct name into the split code, change the “Split Code” to reflect the

new precinct.

To remove a district from the split, click
on the district name under “Included
Districts” to highlight it. Click on the
“>” (right arrow) to remove the district.

To add a district, click on the district
under “Available Districts” and then
click on the “<” (left arrow). The added
district will appear under “Included
Districts.”

* You can expand the list of districts
under each district type by clicking
on the “+” (plus) sign.

5. Click “Save” when finished editing the
split.

Important Note: If a required district type
has been removed, an error message will
display when you try to save the split.
Hold the mouse over the exclamation
error symbol to see the details of the
error.

1lll, Split Details

ZIC %]

“oter Search Help

Split Code [kx2.kx
Precinct |Knuxw|\e City Ward 2 j
Woter Count
Districts | Address Library |
Included Districts Available Districts
= CITY
» CITY COUNCIL WARD
- COMMUMITY COLLEGE
STATE HOUSE 071  State Representat... - COMMUNITY COLLEGE DIRECTOR
JUDICIAL A Judicial District 54 = CONGRESSIONAL
CITY 597  Knoxville United States Representative District 3
COMMUNITY COL... AD.. Des Moines Area ... JUDICIAL
COMMUNITY COL... 11 Des Moines Area ... < | SCHOOL

SCHOOL

.. Knozville - 337!

STATE HOUSE
- STATE SENATE
P - TOWNSHIP

Save Close

it Split Detaits

Invalid entry. Please review errors.

et spit

Spit Code
Preanct
Joter Court

Induded Districts

Districts | adgress Library |

| Code

Revised 6/2011 Prepared by the lowa Secretary of State’s Office

Page 9 of 20



9. The “Audit Comment” screen will appear. The comment entered here will be reflected in
the audit logs of affected voters. Leave the box next to “Generate Voter Registration
Cards” unchecked. Voters will be notified at the same time when all changes in the county
are complete.

Instructions for sending voter registration cards to voters after the redistricting/reprecincting
process is complete will be provided at a later time.

X|
Help
Audit Comment
|
I T Generate “oter Registration Cards I Save | Cancel

Revised 6/2011 Prepared by the lowa Secretary of State’s Office Page 10 of 20



Adding an Address Range

Click on “Address Library” from the main I-VOTERS screen. Click on “New” at the bottom
of the “Address Library” screen.

The “New Address Library” screen will T New Adaress Libary x|
appear. el
pp ~ Street Name Aliases 1 ocog From House# To  Type Pre Direction  Strest Name Street Type  Post Direction
| I [l 5] | [ = | [
Enter the address range information. —— -
Follow these guidelines: e - e o et
County Precinct Splic woter Counts
» House# From, House# To, & Type || o =l [reeis |
I” Unusable Address [~ Mailing Address Required I~ Unit Required [~ Health Care Facility [HCF]
HCF Description ,—
Enter a house number range- The _IRemwe Sphthﬂkuul D\str\ctsLlstl Save | Close |

selection of “Odd,” “Even,” or “All” in
the “Type” field determine which house numbers must be entered in the “House#” fields.

If “Odd” is chosen, the “House#” ranges can only be odd numbers. If “Even” is chosen,
the “House#” ranges can only be even numbers.

Pre-Direction

Choose a “Pre-Direction” from the drop-down list or by typing it in. The pre-direction is a
direction indicator in front of the street address. This field is optional.

Street Name

Type the “Street Name” in the field. If the street already exists in the address library, be
sure to follow the same naming convention (i.e. First Street, not 1st Street). This field is
required.

Street Type

Choose a “Street Type” from the drop-down list or by typing it in. This field is optional.

Post Direction

Choose a “Post Direction” from the drop-down list or by typing it in. The post direction is
a direction indicator after the street address. This field is optional.

Unit# From, Unit# To, & Unit Type

Choose the “Unit Type” from the drop-down list or by typing it in. Use this for address
ranges containing only multi-unit dwellings. Enter the lowest unit number in the “Unit#
From” field and the highest unit number in the “Unit# To” field. These fields are optional.
City

Choose the “City” from the drop-down list or by typing it in. This field is required.

Revised 6/2011 Prepared by the lowa Secretary of State’s Office Page 11 of 20



IHf New Address Library

—Street Name Aliases —

= Zip

Choose the “Zip” from the drop-

down list or by typing it in. This

field is required.

Remove

= Precinct

HCF Descripti

Help
House# From House# To Type Pre Direction  Street Mame Street Type  Post Direction
] =] | 7| E 5|
Unit Type Unit# From Unit# To
=] |
City State Zip Route Number
| =] | | [ |
County Precinct Split ‘Voter Counts
[marion =l = = View Voters

I” Unusable Address [~ Mailing Address Required [~ Unit Required [~ Health Care Facility [HCF]

Unl

Choose the “Precinct” code from the drop-down list or by typing it in. This field is

required.

Important Note: You cannot add a new precinct from this screen. See the “Creating

New Precincts” instructions on page 8.

= Split

Choose the “Split” from the drop-down list or by typing it in. This field is required.

If you are unsure of the split, click on “Split Lookup.”
From “Split Lookup” screen, you can search for the
splits by precinct.

You can view the districts within a split by clicking on
the split under “Split Codes.” The districts will be listed
under the “Precinct/Districts of Split.”

Important Note: Do not add a new split from this

screen. See the “Creating a New Split” instructions on
page 8.

The following items are not required but may useful to clarify
address ranges.
» Mailing Address Required
Check this box if mail is not normally delivered to the
physical address within the address range (i.e. a post

office box is required to receive mail).

= Unit Required

Split Lookup | Districts List | Save Close
quired [~ Unit Required I Health Care Facility [HCF]
Split Lookup | Districts List | Save | Close |
_"'Splil Lookup X
Help
Precinct Create Mew Split
[Da - Dallas =l Add splic
Districts
[T CONGRESSIONAL W[ split codes |
¢ =[T]united States Representati DAMD
[15TATE HoUsE R
¢ [T]5tate Representative Distric —
i [T|State Representative Distric
=[] STATE SEMATE
¢ [ |State Senator District 36—
E-[]IUDICIAL
¢ = [Taudicial District 54
=) TOWNSHIP
H Mclay - -
[Moallas Precinct/Districts of Split B
[T 1Frankin Dallas - -
Mindianz United States Representative Distri
[Mknoxville State Representative District 072
[MLake Prairi State Senator District 36
L‘T] ert raine Judicial District 5A —
[Liberty Melcher-Dallas - 4212
[TIPieasant Grove Melcher-Dallas
MRed RAck B S Ve Yo o gy
4 3 0l [ »
Search Splits Select | Clear | Close |

Check this box if the address range has multiple units and the “Unit#” is required.

Revised 6/2011
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4. Click “Save” when you are finished entering the address range information.

a. You may get an

« - Al Overlapping Address Ranges X|
Overlapping Address
” . Help
Ran g e message If you Overlapped Address Ranges
entered a new range that From |TD | Type | Pre | Street Nar@_[r pe | Post| unit T pe| unit # | Cit: | gp _______ | Precinct | Split |Res Add| Count |
OverlapS Wlth an eXIStIng 1851 1875 Odd 108TH AVE KNOXWTL., 50138 KXT k%, YES Marion f
address range.
ThIS Screen WI” ShOW you Overlap on Street aliases
the range Of addreSS that From [ To | Type | Pre [ Street Name/Type [ Post [ Unit Type | Unit # [ Cit [zip [ Precinct [ split [ Res add [ Count |
overlaps with the address
range you are trying to
create.
oK
b. Click “OK.”
c. The following screen will appear:
| New Address Library X
Address Range being committed is overlapping with current address ranges. Heln
Street Name Aliases — \oycos From House# To Type Pre Direction  Street Name Street Type  Post Direction
[1831 [1857 [odd = | | [iosTH E0E = 4|
Unit Type Unit# From Unit# To
5] | |
City State Zip Route Number
[knoxvILLE =l [s0138 =l
County Precinct Split “oter Counts

Remove

[Marion | k=T BN EES = View Waoters

I Unusable Address [ Mailing Address Required [ Unit Required [ Health Care Facility [HCF]

HCF Description |

Split Lookup | Districts List | Save | i

d. Correct the required changes to the address range (usually the “House# From” and
“House# To” fields).

e. Click “Save” when finished. The “Address Library” screen will open displaying the new
address range.

Revised 6/2011
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Modifying an Address Range

1. Open the “Address Library” from the main I-VOTERS screen. Search for the range you

wish to modify in the “Address Library.”

2. Highlight the range you want to modify by clicking on it. Click “Detail.”

Maintenance  Export

=lolx

Woter Search Help

Criteria

House# From House# To Type Unit Type Unit# From Unit# To
Pre Direction Street Name Strest Type Post Direction
Y Ei i = El
ounty City Zip Precinct Split
arion - = =1 | =

R&sidential Address Mailing Address

IA\\ = IA” j [~ Search Strest Aliases I~ HCF Clear

Searggh Result

Currdnt | warkspace |

[Fror_ [ To Type| Pre | Street Hame ST | Post| UType | Unit # Cit Pracinct | Splt | Res
[tol TS0l Tal [ TisT [T Jhw [ | [NELCHER S0163
101 412 all 15T ST SW MELCHER Da MD.... YES
101 403 All 15T 5T BUSSEY 50044 LB BUTC YES
101 510 All 15T 5T ME MELCHER 50163 DA MD.... YES
101 714 All W 15T 5T PELLA 50219 PE4 PE4.... YES
101 750 All 15T 5T SE MELCHER 50163 DA MD.... YES
107 107 Odd 18T 5T HaRVEY 50119 CL HW.KX  YES
202 aoz2 Al S 15T ST KNOXVILLE 50138 Kx2 K¥2.... YES
205 211 Al M 15T ST KNOXVILLE 50138 Kkl K¥1... YES
215 615 all E 15T ST PELLA 50219 PEL PEl.... YES
702 1015 All E 15T 5T PELLA 50219 PEZ2 PEZ.... YES
709 709 Odd 15T 5T BUSSEY 50044 LB BUTC YES
805 1435 All W 15T 5T PELLA 50219 PE3 PE3.... YES
814 814 All 15T 5T SE MELCHER 50163 DA MD.. YES
1009 1009 Al 15T ST DALLAS 50062 DA MD.... YES
New Detail Delete | Split Address Range | Merge addrecs Range | Select Report Close

The “Edit Address Library” screen appears. Modify the range details as needed. Click

“Save.”
I’ Edit Address Library x|
Help
[ Street Name Aliases — poccx From Housed To Type Pre Direction  Street Name Street Type  Post Direction
101 501 Jar =] =] JasT ST =] [rw |
Unit Type Unit# From Unit# To
City State Zip Route Mumber
[MELCHER =l s [s0163 =l
County Precinck Split “oter Counts
[Marion =] [pa =] [Mo.mD =l 51 View Vaters
I Unusable Address [~ Mailing Address Required [~ Unit Required [~ Health Care Facility [HCF]
HCF Description |
Remove
—I Split Lookup | Districts List] | Save | Close |

Important Note: You cannot add splits from this screen.

4. The “Audit Comment” screen will appear. Enter “2012 Redistricting” and click “Save.” The
comment will be added to the audit logs of all voters affected by the change.
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Splitting an Address Range

1. Open the “Address Library” from the main I-VOTERS screen. Search for the range you
wish to modify.

2. Highlight the range by clicking on it. Select “Split Address Range” at the bottom of the
screen.

| Address Library ;Iglé

Mainkenance  Export

Waoter Search Help

I Criteria
House# From House# To Type Unit Type Unit# From Unit# To
: =
Pre Direction Street Name Street Type Post Direction
=] st =] I = I Il
County City Zip Precinct Split
IMEIHDFI j I ﬂ I j I j I
Residential Address Mailing Address
|A\I E| |AH =] ™ Search Strest Aliases [~ HCF Clear

Search Result

current | workspace |

CHER

MELCHER
101 403 Al 15T ST BUSSEY 50044
101 510 all 15T ST ME MELCHER 50163
101 714 All W 15T ST PELLA 50219
101 750 All 15T 5T SE MELCHER 50163
107 107 Odd 15T 5T HA&RVEY 50119
202 a02 All 8 15T 5T KNOXVILLE 50138
205 a11 All N 18T 5T KNOXVILLE 50138
215 615 Al E 15T ST PELLE 50219
702 1015 Al E 15T ST PELLE 50219
709 709 Qdd 15T ST BUSSEY S0044
205 1435 All W 15T ST PELLA 50219
814 814 All 15T 5T SE MELCHER 50163
1009 1009 All 15T 5T DALLAS 50062

Hew petail | pelete ]| | Split address Rangs | feroe address Range | Select Report Close
_I I _closs_|

3. The “Split Address Range” screen will appear.

E'Splil Address Range ll
Help
Address Range IlDl—SDl 15T ST MWW MELCHER 50163

Type [l
—Select Split Type
& Split by House Number

" Split by Odd/Even Numbers

—Address Range
From Tao

Address Range #1 |1Dl ||
Address Range #2 | |501

Apply | Cancel |

In the “Select Split Type” section, select a split type using the guidelines on the next page.
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Splitting by House Number

. « . ’ W'Split Address Range X
a. Click on “Split by House Number. = X
Help
b. Enter an ending house number for the first range iddress Ranae ijl'm 15T ST W ME-EHER 90709
. “ » “ ” 2
in the “To” column for “Address Range #1. r——
—~Select Split Type
& Split by House Mumber
c. Enter a beginning house number for the second * split by Odd/Even Numbers
range in the “From” column for “Address Range | ,iaress range
#2.” From To
Address Range #1 |101 |3DD
. Address Range #2  [301] j501
d. Click “Apply.”
Apply | Cancel |

Important Note: The value of the “To” range for

“‘Address Range #1” and the value of the “From” range for “Address Range #2” must be within
one digit of each other if both ranges are “All” or within two digits of each other if one range is

“Even” and one range is “Odd.”

Splitting by Odd/Even Numbers

Use this if a new district boundary splits the street down the middle.

a. Click on “Split by Odd/Even Numbers.”

b. Click “Apply.” The new split will be automatically calculated by I-VOTERS.
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Merging Two Address Ranges
The two address ranges you want to merge must have the following features in common:

1. Addresses must have the same:

= Precinct = Directional prefix or suffix

= Split = Street type

= City = Mailing address required flag

= Zip = Usable residential address required flag
= Street name = Unit required flag

2. Addresses must have continuous house numbers.

Example 1

The “Type” of both street segments must be “All” and the “House# From” value of one
segment must be greater by one than the “House# To” value of the other segment.

Address 1: 100 — 199 W. South Street (all)
Address 2: 200 — 1510 W. South Street (all)

Example 2

The “Type” of both street segments must be the same “Even” or “Odd” and the “House# From’
value of one segment must be greater by two than the “House# To” value of the other segment.

Address 1: 201 — 699 W. Pleasant Street (odd)
Address 2: 701 — 1513 W. Pleasant Street (odd)

Example 3

If the “Type” of one street segment is “Odd” and the “Type” of the segment is “Even,” the
‘House# From” and the “House# To” values the ranges must be within one digit of each other.

Address 1: 2000 — 3906 E. Main Street (even)
Address 2: 2001 — 3905 E. Main Street (odd)
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1. If your ranges fall under these criteria, search for the ranges you wish to modify.

2. Highlight the ranges by clicking on them while holding down the “Ctrl” key on the keyboard.
Click “Merge Address Range” at the bottom of the screen.

it ncdress Library E ol x

Maintenance  Export

woter Search Help

ion Criteria

House# From Housed# To Type Unit Type Unit# From Unit# To
| -
Pre Direction Street Name Street Type Post Direction
| [PLEnsanT I =l |

County City zip Precinct split
[Warion =l = | | =
Residential Address Mailing Address
Jai =] Ja =| I Search street Aliases [~ HCF Clear

Search Result

current | warkspace |

From | To [ Type [ Pre [ street Name [s7_[PostuType [Unit# [ cit [zip__[Precinct [ split_[Res |
100 199 Al i PLEASANT ST KMOXVILLE 50138 KX1 Kx1... YES
10 1600 All E PLEASANT ST KHNOXVILLE S0138 KX1 Kx1... YES
102 701 All W PLE&SANT ST PLE&ASANTVILLE 50225 PVLLE PY.PV  YES
1515 1515 i PLEASANT 8T KMOXVILLE S0138 Kxd4 Kx4... YES
1526 1554 PLE&SANT DR PELLE 50219 PE3 PE3.. YES
1700 3906 . E PLEASANT 8T KMOXVILLE 50138 KX1 Kx1... YES
1701 3523 E PLEASANT ST KNOXVILLE S0138 KXT KXT.... YES
200 1906 LW PLEASANT ST KHOXVILLE 50138 KX3 Kx3... VES

s 3l CEe|

0f MO

New | petal | oelete | pit adcrecs R floe | Merge Address Rangs | ezt | Report | Closs

3. The “Merge Details” screen will appear. This screen shows the address segments before
the merge with each voter count and the new address segment after the merge with the new
voter count.

i | Merge Details ll
Help
Address Ranges Woter Count

—Before Merge
201-699 W PLEASANT 5T EMNOXVILLE 50138 13
F0O1-1513 W PLEASANT 5T KMNOXWILLE 50138 19

— After Merge
201-1513 W PLEASANT 5T KNOXWILLE 50138 32

Spply I Cancel |

Review the information carefully. Once you are sure the merge is correct, click “Apply.”
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Creating New Districts

1. Click on “Districts & Precincts” from the main I-VOTERS screen.

2. Click on the “Districts” tab. Click “New” at the bottom of the screen.

T} Districts And Precincts

: =10l
Disticts Spits Reports
Help

precincts | splits|  Districts |dbiling Place
~Sear:
District Type | =l
District Code | District Name: | search Clear
District Code. [ District Name [ pistrict Type [

New Det| Delete

Close

The “Create District” screen will appear. Enter the “District Type,” “District Code,” and
“District Name.” You may need to enter a “Parent District.” A parent district is required

when the district you are entering is a subdistrict. This would include city council wards,
school director districts, and community college director districts.

Lo =10 ]

District Typa ||

=] Parent District [

|

District Coda [

District Nama [

pracinets | Solits | Positions | Contact | Sharina |
Brecine Code

[ Eracinct Name

—

I s ILJ

4. Click “Save” when finished.

5.

If you are the control county for a district, click on the “Sharing” tab. Select the counties with
whom you need to share the district. Click “Save” when finished.

=100x|

Vouer Search Held
Diswic Tyge [COMMUNITY COLLEGE £ =] Rarne Diswict [Ges Mowies Ares Cammurity cole )
District Code [

District Name [
Control County Marion

Adams.
allamakes

precinets | spits | Postions | Conta] Sharing |

County Show all | Show Sharsd Select all
Cans 3 Momnes
Codar ickinson
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Deleting Splits and Precincts
Splits cannot be deleted if address ranges are associated to them. You must first reassign the
address ranges to the new split following the “Modifying an Address Range” instructions on
page 14.

Deleting Splits

1. Open “District & Precincts” from the main [-VOTERS menu.

2. Search for the split you no longer need. To select the split, click on the name to highlight it
and click “Delete.”

il Districts And Precincts E _ o] ]

Districts  Splts  Reports

Precincts  Splits | Districts | Poling Places |

Search
lrprwmt | |

Split Code  [rest Search Clear

Deleting Precincts

Currently, precincts cannot be deleted in I-VOTERS. Instead, you must rename the “Precinct
Code” to indicate the precinct should not be used.

1. Open “District & Precincts” from the main [-VOTERS menu.
2. Search for the precinct you no longer need.

3. To select the precinct, click on the name to highlight it and click “Detail.”

4. The “Edit Precinct” screen will LI, Edit Precinct

o ] 9

appear. To indicate the precinct | s
should no longer be used, edit the

woter Search Help

& H ” “ . i PRECINCT - Palling PI
Precinct Code” and “Precinct " ! | el e |

=

Nameu by puttlng “ZZ” in front Of I Precinct Code (63 2z [Test Precinct Name |zz Test
the current code and name. Cantrel County: Marion

Woter Count

5. Unassign the polling place by choosing the blank option (the first one) from the “Polling
Place” drop down menu.

6. Click “Save.”
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