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Introduction to Districts, District Combinations and Offices

Defining governmental districts is a requirement in the voter registration and election management processes.
Once these districts are defined, registered voters can be assigned to districts associated with their physical
addresses. This information is shared between many SVRS modules so that voters are assigned to the correct
polling location and receive the proper ballot style for each election.

Key Terms

District Type: District Type records define the different categories of districts found within the state (for example,
WI Congressional District; WI State Senate District; WI Assembly District; Technical College District; Unified
School District; Lake Management District).

District Details: These are the actual codes and descriptions for each district within a District Type. For the
District Type of State Assembly there are records giving the district code and district description for the 99
Assembly Districts in Wisconsin. In this case, the State is the owner and the only jurisdiction that is allowed to
add and update the District Detail records. Counties and municipalities will work with their district details in the
same manner. District Details are referred to simply as Districts in most of this chapter.

District Combo or District Combination is simply that — a record containing the unique combination of
governmental districts which define the districts for a specific physical area. District Combos are attached to an
Address Range, which is then linked to the voter’s record. The result is that based on a voters physical address,
the district combo is assigned to that address and therefore that voter record, each registered voter is linked to all
the appropriate districts — federal, state, county and municipal districts, plus school district, sanitary district,
technical college district, etc.

Each municipality (City, Village or Town) is divided into distinct areas called wards for voting purposes. State law
defines the size of wards (humber of voters in a ward) and also what constitutes a ward. Everyone in a ward is in
the same federal, state, county and municipal districts. A ward can be split by School districts, Sanitary Districts,
Lake Management Districts or Technical College Districts.

This unique combination of districts defines who the voter may vote for in an election (ballot style). A single
District Combo record contains a unique combination of District codes. The format for the District Combo is
HINDI — Ward — Split #. For example, the District Combo for the Town of Blooming Grove, Ward 1, Madison
School District is 13008-001-1.

Office Types: Based on a specific district type, these define a public office. For example, an Office Type may be
“State Assembly,” which is based on the district type of State Assembly District. When the Office Types are in
place, information can be added for candidate eligibility and filing requirements for a particular office. Even if there
are multiple Office Positions (or seats) for one Office Type, like for County Supervisors, Alderpersons, or School
Board Members, you only need to create one Office Type.

Office Positions: Once an office type is set up, an office position is automatically created for each district of that
type. For example, when you set up the office type “State Assembly” the office position called “State Assembly
District 1” is created by SVRS. The office position is held by an office holder. When an office is to be voted on at
a specific election, it is tied to that election by adding a contest for that office position.

Office Holder: The person who holds (is elected or appointed to) that office. For example, an Office Holder for
the office position “State Assembly District 36” may be “Shirley Smith.” There can be multiple Office Holders for a
position that has more than one seat, such as School Board Members. Information such as term beginning and
ending date can be assigned for each Office Holder. In addition, non-elected Office Holders can be entered into
the system so that they appear on the Voter Public Access (VPA) website.
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View and Maintain District Types

A District Type defines the different categories of districts found within the state, county, municipality or
H region. All district types in the state can be viewed at all levels. Only the Owner of a District Type (the
State of Wisconsin, a specific County or a specific Municipality) can modify a District Type.

{7, In Wisconsin, the State maintains most district types and has created most of those needed at the County

\j and Municipal levels. There are some instances where a unique district has not been created, so a new
District Type will have to be added. Remember that any “district” that has the same physical boundaries
as an existing district, can use that district for Office Types. For instance, all County Officials will use the
District Type of County. All municipal offices elected by all voters use the District Type of Municipal.
Aldermanic Districts can use the District Type of Ward, if each Aldermanic District matches identically with
a Ward. If a Town is divided into 3 Wards, but has 2 Town Supervisory districts, then a new District Type
may have to be added.

. - - 2Ll x
View District Types "2} Weloome lo AESM

- R Vater

Woter Applications
-] Absertee Applications
“ﬁ:’ Elections

i@ ElectionWorkers

- g‘ Palling Place Locations
----- 4| Contacts

) . . . . J N ZH Payment

3. Alist of District Types is displayed on the data grid. =-F53 Addressing and Districts

1. Onthe Menu Tree, expand Addressing and Districts.

2. To see a list of District Types, click on Districts.

4. To view the District Type Details, double-click on the District ! hddhess Ranges
Type -{&] Calendar

----- 3 Pefitions

]--% Reparts

t- =" Labels and Mailings
- Scheduler

[} Administration

-

Add or Edit a District Type:

Only the Owner of a [ B
Dlstrlct Type can JF\\E EditJ View Tools ‘window ‘ ng J .,‘ | ‘ H_ ‘ J J . J ‘
1o . || B menu Shorteuts | 3 quickTasks ~ || 7 | =l | & | =0 o1 |88 4y | Active Jurisdiction; | TOWM OF BLOOMING GR.. = _| o [ -
make changes. | : = |
S'nce the State (=35 Addressing and Districts - Bl e comn
i i =} s Diescription = || Tiny Descrip.. = || Jurisdiction Level = || Dwner || Digtrict Twpe. & =]
created the District -~ | District Combos Ward wWard WARD Municipality STATE OF WISCON 1
. 8| ward - - -
T es onl Certa'n = Congressional Di.. Congressional CONG State STATE OF WISCOM 2
ypes, y B Congressional District State Senate Dis. |State Senate SEN State STATE OF WISCOM 3
State users are able % iz:fb‘l"y”;ti:tgc‘:“'°‘ Bssembly Districl__|Assembly RESH State STATE OF WISCON 1
B | Coutt of Appeals.. |&ppeals CO& State STATE OF WISCOM 5
- B8] Court of & s Dhistrict
to add or edit these Ef] Cour of Appeals District Multi-Jurisdiction. |MuliJurJudge  |MJJ County STATE OF WISCON &
-~ B8 Multi-Jurisdictional Judge Distric! Court o 0 ot STATE OF WISCON =
records. If you need &) Courty ourly oy oy
. County Supervis.. |Co Supervisory COSUFP County STATE OF WISCOM 3
. . | County Supervisory District
to add a new dlStrlCt - BB| Muricipality Municipality turnicipality MUNI Municipality STATE OF WISCON 9
8| Aldermanic Distict s Aldemanic Disti.. |Aldermanic ALD tunicipality STATE OF WISCOM 10
type, or make ] Common School Distict Common School |Commen School  |CSCH County STATE OF WISCON 1
-~ EB| Union High School District Union High Scha.. |High School HSCH County STATE OF WISCOM 12
Changes to an EB| Unified School District Unified School Di.. Unified School USCH County STATE OF M 13
eX|St|ng d|3tr|ct type - 8| Sanitary District Sanitary District Sanitary District Muricipality STATE OF \ M 14
’ Ef| Technical Collzge District - Technical Colleg.. |Tech College TECH County STATE OF WISCOM 15
please contact the 4 3 Lake Manageme.. |Lake Manageme. |LKMGT County STATE OF WISCON 16
Public Inland Lak... |Lake Pro-Rehab LKRHB County STATE OF WISCOM 17
GAB Help DeSk' Statewide Statewide i State STATE OF WISCOM 18
Fob's Annexed ROBE ob State STATE OF WISCOM 30
| Add s Mew District Type
E Update a Distict Type
B Delete aDistict Type
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Maintaining Districts

f

District Details provide information for individual districts based on the District Type. A District Type of
Municipal will have one District Detail defined. The District Type of County Supervisor will have a detail

record for each of the Supervisory Districts in a County. If new districts are added, a District Detail record
is added. If districts change, the District Detail records must be edited. After the District Details are
created, District Combos are assembled from individual districts chosen from drop down menus.

Add a District Detall

Lo

2. Expand (+) Districts node.

3. Click on the District Type the district will be added to. In this example, Aldermanic

Districts are being set up.

Expand (+) Addressing and Districts node on the main menu tree.

4. Click on the Add a New [District Type] Detail Quick Task. In this example, the
choice is to Add a New Aldermanic District Detail.

@ To check the established convention for a particular District Type, expand Districts,
select the District Type on the Menu tree; double-click in the data grid on a record of an
already existing district of that type to open the detail record.

File Edit Wiew Tools Window Help

Jﬁ* : “E Menu  Sharteuts | 3 Cavick Tar
x

=1 Districts -
-] District Combos
- EH| Wward
EE| Congressional District
EE| State Senate District
EE| Assembly District
- B Court of Appeals District
- BB Multi-Jurisdictional Judge District
- [EE] County
- EB] County Supervisory District
- EB] Municipality
BET] 41 dermnanic District
- EB| Comman School District -
EE| Urion High School District
EE| Urified School District
- E| Sanitary District
- | Technical College District
- | Lake Management District

i |

55

H Add 2 New Aldermanic District Detail

ck Tasks

EE

File Edit view Tools Window Help

& Contacts

]ﬁ . “% Menu  Shortcuts | j Quick Tasks =

)+ Addressing and Districts

||| 2| = [[# v | active Jusdetion: [TOWN OF BLODMING GR. ~| _H o [ .

J

District Type

to group by that calumn

= || Disthonade

|| Deseiiption

b [Bldermanic District 4

Alder

£ || Nomal Poli..

= || Owmer

~||Momal Deli.. = ||Momal Deli.. ~|| Mete

-] Dintioks Aldermaric Distict Aldermanic - Di STATE OF WiS.
-~ 3] Distict Combos . 5 . Aldemanic - Dist.. STATE OF wiS.
% \é\lo::ressional Distiict Aldermanic Distict 12 Alderman!c - D!st.. STATE OF WiS..

£ State S enate Distict Alderman?c D\str?ct 13 Aldermaric - Dist... STATE OF WiS..
B8] Assembly Distict Alderman!c D\su!:l 14 Alderman!c - D!st STATE OF WIS
-[EH] Coutt of Appeals District Aldermanic Distict |15 Alderman!c - D!st.. STATE OF WiS..
- B8] Muli-Jurisdictional Judge Distict Aldermanic District |16 Alderman!c - D!st.. STATE OF WIS..
- 2| County — | \Aldermanic Distict |17 Aldermanic - Dist... STATE OF WwlS.
. 28] County Supervisory Distict Adermnaric Distict |18 ldermanic - Dist.. STATE OF WS,
3 Aldermanic Distict 19 Aldermanic - Dist... STATE OF WiS..
| Aldermanic District Aldermanic District |2 Aldermaric - Dist... STATE OF wIS..

A Cemean.g choal L Aldermanic District |20 Aldermaric - Dist STATE DF WIS
/8] Union High School District Aldermanic Distiict_ |21 Aldermanic - Diat.. STATE OF WiS..
28] Unified 5 chool Distict _lj Aldermaric Distict |22 Aldermaric - Dist STATE OF wis
4 4 Aldermanic District |23 Aldermanic - Dist... STATE OF WiS.
Aldermanic Distict |24 Aldermanic - Dist... STATE OF WiS..
Aldermanic Distict |25 Aldermanic - Dist... STATE OF WiS..
Aldermanic District |26 Aldermanic - Dist.. STATE OF WiS..

ﬂgDistrict - Update Aldermanic Districk 1
J _.j Save and Close |

Save and Mew x Close _H 3 Quick Tasks |¢=> %._,Z _H Set Defaults  Use Defaults v|

| o

District Details

Dizgtrict Details
Diighrict Type:
Diztrict Code:

Owner. | TOWN OF BLOOMING GROVE.. ~ |

Mormal Polling Place Location:
Metes: and Bounds

Aldermnanic District

1 Diezcription:

El

ﬂ Jurigdiction Level: |Munici|:-ality

El

|Aldermanic Driztrict 1

Dielivery Route:

Dielivery Stop:

Official Dist Code:
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5. For District Code, follow the established convention. For this example, “1” was used.

For Description, follow the established convention. As this is the first District for Aldermanic District Type,
“Aldermanic District 1" follows the naming convention.

Click Save and Close.

Repeat steps 4-7 for each District to be added. If there are 6 Aldermanic Districts in the Town, a total of 6

districts have to be added.

@ If setting up districts that don’t specifically have a District Type, an unused District Type such as
Aldermanic can be used. In the example below, the Village of Plover has used the Aldermanic District Type to
set up their Village Trustee Districts. Alternately, a new District Type of “Village Trustee District” could be
added and used.. If you need to add a new District Type, contact the GAB Help Desk. |

| save ard Close [

™ pistrict - Add

| save and New x Close 'H 3 Quick Tasks |G=:> an;' _|J Set Defaults  Use Defaults _‘ J [ 7]

M[=] E3

-

Digtrict Details |

District Dretails Owner |VILLAGE OF PLOVER -50173 =
Diztrict Type: | Aldermanic District ﬂ Jurisdiction Lewvel: |Municipality j
District Code: | T1 Description: | Trustee District 1 Dfficial Dist Code:

MNormal Palling Place Locatior: YILLAGE OF j

Metes and Bounds

Delivery Route: Delivery Stop:

Edit District Detail

Note that only the Owner of a District Detail record can edit it. The Owner created it originally.

1.

Expand (+) the Addressing and Districts
node on the Main Menu tree.

Expand (+) the Districts node.

Click on the District Type to be modified.
In this example, Aldermanic District is
selected.

Click on the Change a [District Type]
Detail Quick Task. In this example, the
choice is to Change a Aldermanic
District Detail, as Aldermanic District is
selected above.

Make changes to the detail as needed.

Note that only the owner of a detail record
can make changes.

Click Save and Close.

File Edit Wiew Tools Window Help

Jﬁ . “% Menu  Shortcuts ‘ 3 Quick Tasks ~

J Z | _” = ‘ = d ||£ *y | Active Jurisdiction: |TDWN q

= EH| Districts -
| District Combos

- | ‘ward

-] Congressional District

r here to group by that column

- | State Senate District

- EH] Assembly District

- EH| Court of Appeals District

- | MultisJurisdictional Judge District
--E| Caunty

-+ E| Caunty Supervisory District

EH| Municipality

Aldermanic

EH| Comman School District
~[EA| Union High Schoal District
- | Urified School District
--|EH| Sanitary District

--[EH| Technical College District

- [EH| Lake Management District -
4 | »

| Ad icDistrict Detai
< Change a Aldermanic Digtrict Detail
B Delete aAldemanic Distrct Detail
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Note: One common reason District Detals
to edlt a dIStrICt detall |S-t0 Diistrict Detailz Owiner: |V\LLAGE OF PLOVER - 50173 j
make sure eVery Ward IS Digtict Type: | wWard ﬂ Jurigdiction Lewvel: |Mun|C|paI|ty ﬂ

assigned the correct Normal Distict Codz_| /D1 Deccougion, | Villsge of Plover - ward 1 Offcial Dist Cade:

PO I | I n g PI ace LO Catl on. If <m Flace Location: Drelivery Route: Delivery Stop:
any Ward does not have the iietes i Bt

correct Normal Polling H
Place Location assigned,
you must open the record,
select the polling place from

the drop down list, and Save x|
and Close.
H H H enu »
Delete a District Detail S eeame o Atom
I:I---a “Woter
[#-£5| Voter Applications
@ ----- \:Il Abse.ntee Applications
Note: Only the Owner of a District Detail record can delete it. The [?jj‘g‘ T e
Owner created the record originally. 3] Poling Place Locations

----- 2| Contacts

1. Expand (+) the Addressing and Districts node on the Main Menu
tree.

+ Office Type
‘e Addiess Ranges

2. Expand (+) the Districts node. | ] el
----- = Petitions
]--% Feports
+- = Labels and Mailings
[ Scheduler
]--- Administration

3. Click on the District Type which contains the District to be deleted.

-

4. Click on the Delete a [District Type] Detail Quick Task.

5. Adialog box asks “Are you sure you want to delete 1 record(s)?
Click Yes to continue.

| Add aNewward Detail

] Change a'ard Detail

Delete a ward Detail
District Ed =

:\.‘?{) Are you sure wou wank ko delete 1 recordi{s)?

1w |

@ One reason to delete a district detail might be consolidation of wards. If the City of Wausau added several
wards because of annexations from 2002 to 2010 and now has 68 wards, and they consolidate those wards
during redistricting after the 2010 census, and end up with only 40 wards, the extra district details should be
deleted.

@ Before you are able to delete a district detail, you will first have to remove the district from any District
Combinations it is assigned to. See the Edit District Combos section below.
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View and Maintain District Combos

A District Combo is a single code representing the unique combination of voting districts in which a voter
lives. Another way to think of it is as the unique combination of races that could possibly appear on a voter’s
ballot. For example, if Ward 1 in a Municipality is split by School Districts A & B, then two District Combos
would be required, 1-A and 1-B, each representing a different ballot (or combination of paper ballots)
needed at the polling place serving Ward 1.

{7, In Wisconsin, wards should not be split by any districts except School, Sanitary, Lake Management or

\j Technical College. The easiest way to tell if your District Combos are correct is to get all of your district
boundaries onto a single map and compare that to the District Combo Listing report, covered at the end of
this chapter, or the Address Ranges by Address Range Type report, covered in the Address Ranges
chapter.

View District Combo Details

a - J T Menu  Shorteuts | j Quick Tagks = J" ‘ _J ‘ ﬁ ‘_j _j ‘ﬁ i ‘ Active Jursdiction: ‘TDWN OF BLOOMING GR. j - I L) 'H "
1. EXpand (+) the AddreSSIng and ider here to group by that column
Districts node on the Main Menu G vmeniiH -] :
- Vote DistictConboCods || Descripion & = | Werd v|| Congressio.. = || State Senat.
tree. [ ] Voler Applcatons TR X ; - Di Sl
\:‘l Absenize Applicalions 130080012 Town of Blaomin.. |Town of Blaomin.. |C: | Gtate Senate - Di. - Dishi.. |Court of Appeals.. |Multi-Ju
2, Expand (+) the DlStrlCtS node \&- E:BCEWSW N 130080021 Town of Blaarin.. |Town of Bloomin.. |C | -.. |State Senate - Di.. |Assembly - Disti.. Cout of Appeaks. Multi-Ju
a P:Iﬁn‘gm;’\ai Lenl Zalinns 130080022 Town of Blaomin.. |Town of Blaomin.. |C: | -.. |State Senate - Di. [Assembly - Distri. |Court of Appedks. Multi-Ju
. . . = 130080023 Town of Bloomin.. |Town of Bloomin., |G | . |State Senate - Di.. {ssembly - Disti.. (Court of Appeaks.. Multi-Ju
3. CI'Ck on WOI‘dS D| St” Ct CO m bOS tO ﬁ gzn::‘;:j 1| 130080031 Town of Bloomin.. |Town of Bloomin.. |C | . |State Senate - Di.. {ssembly - Disti. [Court of Appeaks.. Multi-Ju
SeIeCt _]ES Adﬂlessmg and Dicticts 130080032 Town of Bloomin.. |Town of Bloomin., |C | . |Shate Senate - Di.. {ssembly - Disti. [Court of Appeaks.. Multi-Ju
: E E Disticts 130080033 Town of Bloomin.. |Town of Bloomin., |C | . |Shate Senate - Di.. [hssembly - Disti. [Court of Appeals.. Multi-Ju
[ | vistict Corrbs| 130080034 Tawn af Bloomin.. |Town of Bloomin.. | | -.. |State Senate - Di. |Assembly - Distri.. |Court of Appeaks.. Multi-Ju
4. District Combo(s) will appear in the i
d t . d ( ) pp j Congressional Dlst.ucl
ata grl . EB] State Senate Distict
o E] Assembly Distict
5. Double-click on a District Combo in | = Hhsitmeiui
" i | | Mu\lldur\sd\ct\onelJudjij
the data grid to open a View Only of [ | )

the details. The fields will be grayed
out and not editable.

Buick Tasks

@ Add Distrct Comba

Edit District Combo _—

; : =10l x]
1. Expand (+) the Addressn"lg and J il saveand close | Save and New K Close 'H =1 Quick Tasks ‘4:} e | aults  Use Defaults _| J 0 _
Districts node on the Main Menu tree. | Pcenss: | e |
2. Expand (+) the Districts node. Dit Combo Code: | 130080011 Deseription: | Tawn of Blooming Grove 4/d 1-5pit 1 Duwiner: GROVE - 13008

Districts

3. ClICk On DIStI’ICt COmbOS. DIStI’ICt Ward W Congressional ’m State Senate ’W Azzembly ’W
Combo(s) WI” appear In the data g”d Appeals aIs—Districh MultiJur Judge & - District UZﬂ County Dane Caunlyj Co. Supervisory ory—DisllictBj

4 H |gh | |ght a D| Stnct Co m bo you W|Sh Funicipality oring Grove: j Aldermanic j Comman Schl. j Union Schoal j
. to edlt Unified 5choal oh e j Sanitary viary District j Tech Collzge D\IegeDistHclj Lake Mnat. j
) Inland Lake &=
. . . Columbus 5 chool District
5. Click the Change District Combo Deaed SchoslDitc
QUiCk Task. Ederton School Distict
Evansvile School District
. . - - Laodi Schoal District
6. Edit the district type by selecting the Hia tict
correct choice on the drop down Mk et S Ditic
Middleton-Cross Flaing Sch. Dist
menu. Mﬂrmnta Grave School Districk t
Mount Horeb School District
7. Click the Save and Close button et
. . Oregon School District
Pecatonica School District
P el o Ot R LB R R o

Sauk Praitie School District || Last Changed O Last Changed By

V8/31/2009 -7- District Combos
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Adding a District Combo

o
0

Conversion, annexation and redistricting are three reasons why your municipality might have a District
Combo that is not represented in SVRS. These directions will walk you through the process of adding a
missing combo.

Before adding a District Combo to SVRS, you will want to gather information about all of the districts
associated with that combo, including Ward, Congressional, State Senate, Assembly, Court of Appeals,
Multi-Jurisdictional Judge, County Supervisory, Aldermanic, School District, Tech College, Lake
Management, District Attorney and Circuit Court. Some of these districts may not apply, in which case you
should leave that field blank.

1. Expand (+) the Addressing and Districts node R, ccky Wty Wogs i Fbi
on the Main Menu tree. R EEEE

x
2. Expand (+) the Districts node. Election workers el
Palling Place Locations J » [E3002-0071 Town o
Cortacts £3002001 2 Town o
. . . PTE”[ I £3002 001 3 Town o
3. Click the Add District Combo Quick Task. oy enelDisticts 530020022 Tomn
Q| District Combos £3002-0031 Town o
mWard E3002-003-2 Town o

| T
q

Enter a District Combo Code, following the established convention of: HINDI-Ward-Split

(eg: 63002-001-1).

Enter a Description for the new combo, following the established convention of: Municipality Name — Ward -

Split. (eg: Town of Blooming Grove - Ward 1 - Split 1).

Select the appropriate districts from the drop down menus. It is extremely important to select all applicable

districts, including Municipality, County, and Statewide. If there are no Aldermanic Districts, Sanitary Districts,

Lake Management Districts or one or more School District Types, leave them blank.

5 DistrictCombo - Add New District Combo Code _ | Ell X
Save and New x Close: 'H 3 Quick Tasks |<:=(> 4 v“ Set Defaults  Use Defaults " J o

J & Save and Close |

DiztrictCombos |

-

Digt Combo Code: Description: | Owrer TOwM OF KOS

Digtricts

w'ard j Congressional ~ | State Senate j Aizzembly j

Appeals j bulti-Jur Judge j Counkty j Co Supervisory j

b unicipality ~ | Aldermanic ~ | Common School j High S chool j

Unified 5 chool j Sanitary District j Tech College ~| Lake j
tdanagement

Lake Pro-Rehab ~ | Statewide j Digtrict Attorney ~ | Circuit Court j

@ If the appropriate district is not available, you may have to add a District Type. Contact the GAB Help Desk.

7. Click Save and Close.

V8/31/2009 -8- District Combos
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Deleting a District Combo

Conversion, annexation and redistricting are three reasons why your municipality might have a District
Combo in SVRS that is no longer useable. These directions will walk you through the process of deleting
the unnecessary combo.

1. Expand (+) the Addressing and

Fle Edit Yew Toolk ‘Window Help

Districts node on the Main Menu
tree Jﬁ - “E Menu  Shortcuts | 3 Quick Tasks_

: Payment -
£ H34 Addriessing and Districts
) [EH| Districts
] District Combos
~E| Wand
-|EH| Congressional District
i i --|EH| State Senate District
3. Select District Combos. 5] Assembly D
-|EH| Court of Appeals District
-|EH| Multi-Jurigdictional Judge District
-~[EH] County
+|EH| County Supervizary District
-|EH| Municipality
-~{EH] Aldermanic District
~~|EB| Common S chool District
- E| Union High Schaol District
-|E8| Unified School District

- B8] Saritary District -
| | 3

2. Expand (+) the Districts node.

o group by that columin

4. District Combo(s) will appear in the

. DistrictComboCode = || Description &+ || ward _~||Congressio.. || Gtate Senat. = || Assembly Di.. = || Court of Ap.. =]
data grld, 280160011 Town of Koshko.. |Town of Koshko.. |Congressional - |State Senate - Di. |(Assembly - Distri. |Court of Appeals...
28016-001-2 Town of Koshko.. |Town of Koshko.. [Congressional - |State Senate - Di. |Assembly - Distii. [Court of Appeals..

280160021 Town of Koshko..  |Town of Koshko..  |Congressional - State Senate - Di.. Assembly - Distri. |Court of Appeals
b i28016-003-1 Town ko, o E : State Senate - Di. Ass - Distri. Court of Appeals
1 1 1 1 2801 6-004-1 Town of Koshko Congressional - |Gtate Senate - Di - Distri. |Court of Appeals
5' nghllght the DIStrICt Co m bo to be 28016-004-2 Tawn of Kashko.. |Town of Koshka. |[Congressional - |State Senate - Di. [Assembly - Distri.. [Court of Appeals..
deleted . 28016-004-3 Town of Koshko.. |Town of Koshko. [Congressional - |State Senate - Di. [Assembly - Distri.. |Court of Appeals..
28016-005-1 Taown of Kashko.. |Town of Koshka.. |Congressional - |State Senate - Di. |Assembly - Distri. [Court of Appeals...
[
Quick Tasks
6. Click the Delete District Combo Quick Task. ]| Add District Combo

@ Change Diztrict Camba

7. A text box will appear asking to confirm the delete. Click Yes. Tl Delete Distict Combd

@ SVRS will not allow you to delete a District Combo that is attached to an Address Range. Therefore, you must assign
a new District Combo to any Address Range attached to the old District Combo, and verify no voters are attached.
Retired Address Ranges and manually districted voters may prevent you from deleting a District Combo. If you have
difficulty deleting a District Combo, contact the GAB Help Desk.

@For instructions on changing the District Combo to which an Address Range is attached, seethe Modify an Address
Range section in the Address Ranges chapter.

V8/31/2009 -9- District Combos
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View and Maintain Office Types

Before a Contest or Candidates can be added to an Election, Office Types for each position must be set
up. Each Office Type is associated with a specific District. State and Federal offices are added by the

o

State, County and School District offices by Counties, and Municipal offices by Municipalities.

-

School District offices.

Self-Providers will only have to add Office Types for municipal offices, such as Mayor, Alderperson and
possibly Clerk. Counties will enter municipal Office Types for their Reliers, as well as County-wide and

View Office Type

1. Expand (+) the
Addressing and Districts
node from the Main Menu
tree.

2. Click the Office Type
node.

@ Note: When Office Type is
selected, all the current
office types available for
this jurisdiction are
displayed in the data grid.
The Jurisdiction Level
indicates who “Owns” the
Office Type, and therefore
will set up Contests and
Office Holders. The
District Type is what each
Office Type is based on,
such as “County.”

3. Double-click on an
Office Type in the data
grid to view its details.
Office Types outside of
the current jurisdiction
are available for viewing,
but cannot be edited.
Office Types within the
current jurisdiction can
be edited when the
record is opened.

group by that column

-8 Voter -
£ Water Applications Code  ~ || Desciption = || Jurisdiction Level || District Type
] Absentee Applications » | ATYGN Attarney General State Statewide
E]\& Electﬁnns CIRCT Circuit Court Judge State Caounty
2 EIBC_:“Dn orkers . APPLS Court of Appeals State Court of Appeals District
——‘;'I Poling Place Locations DTATT District Attorney State County
# gontactf GOY Govemnar State Statewide
El'r-ﬁ% aymen JUSSC Justice of the Supreme Court State Statewide
: LTGOV Lieutenant Governor State Statewide
fi FPRES President of the United States State Statewide
: SEC Secretary of State State Statewide
% Training ASS5M State Assembly State Aszembly District
-.Jgm| Calendar SEN State Senate State State Senate District
- Peafitiong STSPI State Superintendent of Public Inst... |State Statewide
[+ Reports STTRS State Treasuer State Statewide
(- =1 Labels and Maiings STREF Statewide R eferendum State Statewide
(-3 Scheduler | USCOM US Congress State Congressional District
B[] Administration | |ussEn |US senate State Statewide
x SCH BOARD MEMBER County Unified 5chool District
[ CLERK. OF CIRCUIT COURT County Cournty
COR COROMER County Caounty
£ Add Office Type COB COUNTY BEO&RD SUPERYISOR Conty County Supervizary District
cac COUMTY CLERE. County County
& Delete Difice Typs COEX COUNTY EXECUTIVE County County
CTR COUNTY TREASURER Courty Courty
bdbdd-2 MULTI-JURISDICTIONAL JUDGE 2. |County b ulti-Jurizdictional Judge..|
bkd)-4 MULTINURISDICTIONAL JUDGE 4. |County Multi-Jurizdictional Judge..|
ROD REGISTER OF DEEDS County County
SHE SHERIFF Caunty Caunty
TES Town Board Supervizsor Municipality Municipality
¥ pata Entry [
J ] Save and Close Save and Mew x Close |J j Quick Tasks | o= B . |J Set Defaults  Use Defaults | J L
Office Type Specifics Filing Checklizt
Office Type Code: ,F Jurizdiction Level: W h header here to group by that column
Deseriptian: |V||_|_AGE PRESIDENT Description ﬂ| Deadline ﬂ| Req? =]
Term Start: 2 | | | &

Contest Specifics

j Term Length:

2'ears]

Districk Type:
Party:

[ Running Mate Allawed

| Municipality

Man-Parti.. j Numnber of Seats: |4

[ wiritenz Allawed

El

["] Federal Office

4. Click Save and Close or Rotation Scheme: [ <]

C I ose. Candidate Specifics
MinirnLim Age: 18 ["] Requires Reg in District
Filing Specifics
Filing Period Start: | E.ags j Filing Period End: | p4 j
Filing Optictis: j
Grant Amount Mom. Paper Sigs.
Fequired
V8/31/2009 -10 - Office Types
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Add or Edit Office Type

Expand (+) the Addressing and Districts node from the Main Menu tree. @AY Elections

Click the Office Type node.

Click the Add Office Type Quick Task. A Data Entry form for Office Type is

opened.

Enter an Office Type Code, which must be a unique 5 letter and/or number code. || e-F adviiststion

This must be unique within a jurisdiction.

Select the Jurisdiction Level, which is the the government level of the office,

such as Municipality or County.

e -
-t Welcome to AESM
F- B Waker

[#- 25| Voter Applications
-] Abzentes Applications

- g Election warkers

g‘ Falling Place Locations

- Contacts

L Payment

[—]EE Addressing and Districts
(- EH| Districts
E Office Tupe
it Auddiess Ranges

-] Calendar

- Petitions

Feports

[#- =4 Labels and Mailings

-3 Scheduler

E Add Office Type

Enter a Description. It should uniquely describe the Office, like “Milwaukee Mayor” or “Portage County

Clerk”.

Term Start is not used in Wisconsin. Leave this field
blank.

Term Length is required. For Example, enter “2 y” for 2

years.

Select the District Type for this Office Type. For
instance, if Aldermanic District is selected, every
Aldermanic District in the jurisdiction will elect its own
representative for this office. If Municipality is selected,
all voters in the municipality will vote for this municipal
office.

@ Note: If you have more than one district, there is no

10.

11.

12.

13.

need to create more than one Office Type. If creating
an office type based on Aldermanic District, an Office
Position is created for each Aldermanic District. If
District Type is Municipality, only one office position
will be created.

Party Affiliation will be Non-Partisan for all Wisconsin
offices.

Number of Seats should be set to the maximum number of districts or officeholders. For example, if there are

seven school board members, set this number to 7.

B Data Entry

J _EJ Save and Close _EJ Save and Mew x Close H 3 Quick Tasks | |

Office Type Details |

Office Type Specificz

Office Type Code: Junizdiction Level: j
Description: | =

Term Stark:

j Term Length:

Contest Specifics

District Type: |

j Mumber of Seats:

] Running Mate Allowed [ white-lns Allowed
["] Federal Office

Rotation S cheme: j

Candidate S pecifics

Party:

tinimum Age:

[] Requires Req in District

Filing Specific:

Filing Period Start: j Filing Period End: j
Filing O ptions: j

Grant Amount Mom. Paper Sigz.

Required

Write-in Allowed must be checked if applicable. This will allow write-ins to be entered in Election Results.

Minimum Age should be set to 18 for County and Municipal level offices.

V8/31/2009
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14. Do not check Requires Reg in District. This will require any candidates for this Office Type to be a
currently registered voter. However, a candidate does not always have to be registered to run for office. In
Wisconsin, most laws require that the person be eligible to vote in that district.

15. Filing Period Start/End should always be set as a date relative to the election. You will not be able to enter
candidate information before the start date and after the end date, so leave plenty of time between the two,
eg. E-365 to E+30 (365 days before the election to 30 days after the election.). SVRS will not enforce actual

filing periods.

16. Filing Options and Nom. Paper Sigs. Required are optional fields. If you choose Petition from the Filing
Options drop down and type in a number of signatures, you will have to mark the petition as approved when
adding the Candidate Filing record during an election cycle.

17. Filing Checklist information is not required, but can help track the required filings.

@Examples of filings you can track include the
GAB-1, Statements of Economic Interest, and
Declarations of Non-Candidacy.

@Any filing entered here will appear in a
candidate’s record once created. Marking a
filing item as “Req?” will require marking this
item as received before approving a
Candidate filing record.

18. Click the Save and Close button.

Edit Office Positions

. J Set Defaults  Use Defaults v| J L 7]

-

Filing Checklist

Drezcription

olumn header here to group by that column

=

Deadine = || Fieg?

When an Office Type is created, the corresponding Office Positions are automatically created, so you will
not need to add an Office Position. However, the default information can be edited, and the current Office

Holder(s) information can be updated.

1. Expand (+) the Addressing and

File Edit Wiew Tools MWindow Help

I 2

Districts node from the Main Menu
tree.

2. Expand (+) the Office Types to display

tenu
<] Absentes Applications -
[]--\Q Elections

g Election \workers

-2} Polling Place Lacations

|
L

B= Menu  Shorteuts ‘ = Quick Tasks - i

I ] | -_;I | ﬂ | =5 _1 Hﬁ Ay | Active Jurisdiction: |TDW’N OF BERGEN

-] Contacts

[l

Caunty Supervisony

- District 10

= || Office Position Description

&gﬁjﬁ by that column

COUNTY S BOARD MEMBER [SU1)

COUNTY SUPERYISOR BOARD MEMBER [SU1D

)
the I|St Of Offlce Types in the Menu 5 Fgment County 5uperv?saw - Diigtrict 11 COUNTY SUPERYISOR BOARD MEMBER [SUT1)
R aunty Supervison - District
L - County 5 Distict 12 |COUNTY SUPERVISOR BDARD MEMEBER, (5U12)
5 i &l ;:r'i"cgt:" Bl County Supervisory - Distriet 13 |COUNTY SUPERVISOR BOARD MEMBER (5U13]
f : : 3 : Courty Supervisary - Distict 14 |COUNTY SUPERVISOR BOARD MEMBER (SUT4]
= B Difice T
3. C|I(,tk on an_Qfﬂce Type to_ display the 2 ?_i'ﬁtof::maneml Courty Supervisony - Distict 15 |COLNTY SUPERVISOR BOAAD MEMBER [SU15)
Office Position record(s) in the data . Circuit Coun Judgs County Supervisary - Distict 16| COUNTY SUPERYISOR BO&RD MEMBER, (SUTE)
d B2 Court of Appeals County Supervisory - District 17 COUNTY SUPERVISOR BOARD MEMBER [SU1T)
g” . P2 District Attamey Cournty Supervisory - District 18 COUNTY SUPERYISOR BOARD MEMBER [SU183)
P2 Gavemnar County Supervizory - District 19 COUNTY SUPERWISOR BOARD MEMBER [SU19)
. .. . . P Justice of the Supreme C County Supervisory - District 2 COUNTY SUPERWISOR EOARD MEMBER [SU2)
4. The Office Position Description can - "E. Lieutenant Govemar County Supervisory - District 20 |COUNTY SUPERVISOR BOARD MEMBER [5U20]
. s . -, President of the United 5—J Courty Supervisary - Distict 21 |COUNTY SUPERVISOR BOARD MEMBER (SUZ1]
be edited. This is what appears in an T Secrstay of State Courty Supervisary - Distict 22 |COUNTY SUPERMISOR BOARD MEMBER [SU22)
Election when selectmg a Contest, T State Assembly County Supervisary - Distict 23 [COUNTY SUPERYISOR BOARD MEMBER [SU23]
T = State Senal? County Supervisary - District 24 COUNTY SUPERVISOR BOARD MEMBER [SU24)
and also on the ballot Sty|e- The : % g:ate ?“Fe""‘ﬁﬂde”‘ of | County Supervisony - District 25 |COUNTY SUPERVISOR BOARD MEMEER (5UZ5)
. . . . e ale |reasurer %
deSCI'I tlons in thIS exam Ie are rather i County Supervizory - District 26 COUNTY SUPERVISOR BOARD MEMBER [SUZE]
p p % E‘;‘;W'dEHE’E'E”d“’“ County Supervisory - Distict 27 |COUNTY SUPERVISOR BOARD MEMBER (5027)
Iong and could be shortened to = USS::g{:“ County Supervisary - Distict 28 |COUNTY SUPERVISOR BOARD MEMBER (SU28)
“ H H H ” County Supervisory - District 23 COUNTY SUPERYISOR BOARD MEMBER [SU29]
- "2 ALDERPERSON
County Superwsor District 1" or % TG Courty Supervisary - Distict 3 |COUNTY SUPERMSOR BOARD MEMBER (SU3)
somethlng similar. On|y Office Types T WATOR Counly Supervisory - Distict4___|COUNTY SUPERVISOR BOARD MEMBER (5U4)
in your jurisdiction can be edited.
V8/31/2009 -12 - Office Types
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Update Office Holder

This information will be viewable online through the Voter Public Access (VPA) website.

1. With Office Type expanded in the menu, Fie Edk View Tools Window Heb
click on an Office Type to select. | e . ||[B menu shortcuts | (2 cquikTasks -+ (| 7 [ | 2] | 4 [[# gy | Active dsiction: [T0wN O
x
) ) -S4, State Senate -
2. Click on the (+) to expand the Office --;':: SlteSuperrtecert o esciipion || Gurer
e . . . . . = ate .raasulel JENT [MN2Z) 4 OF 1 1
Position in the dgtz_;l grid. Thls_ will display a % Saovie Rl T T DT R
nested grid containing the Office Holder U8 Sants B E | [ & |
record(s). 7=, ALDERFERSON
T, COUNTY SUPERWISOR
=2 MAYOR
3. Edit or Add the name of the Office  — T atetamn e
Holder. The small ellipse button is "}; e e
used to open the Contact Search. X TowNcLEK
= TOWwWM CLERKATREASL
When the Contact Search screen opens, 2. TOWN TREASURER
i S, WERMOM COUNTY CLE
double click to select the proper contact o VERNON COUNTY CLE
record. %2 YERNON COUNTY COF
=, WERMON COUNTY REC
-"2 YERNOM COUNTY SHE
"= VERMOM COUNTY TRE
8 /ILLAGE PRESIDENT
" VILLAGE TRUSTEE
i) Addiess Ranges
@ Remember that address, ) Contact SEUE =al x|
phone and email information Last Mame: First Mame: Middle M ame: Suffis: Search Options
; : [wiTzZEL [Mar | | | ONonPerson
in that contact record will be :
.. Diate of Birth: Soc Sec Mum: Party: [ Include Retired Contact Recards
visible to voters on the VPA | | | B
website. You may have to House N Shont Name:
create a special contact | = | e £l
record with the Office City: Shate: 2P Code:
Holder’s work information, | =] =] - Close
rather than using the voter S—
. ount Lini
contact record with the ' Seach | Ces |
person’s home address and to aroup by that calurn
phone' See the M Narne || Address || Residential Citp/State/ZIP Code
chapter of this manual for EBR /| TZEL-BEHL. MARIBETH IN LUTHER KING JR
more details . |[WITZEL-BEHL, MARIBETH L 41 MaDISON LN
4. Edit or enter a Term Start date and Term End date for office positions that have terms.
5. The Appointed flag is used for office holders who were appointed to fill an elected position that someone

vacated or can be used to document appointed or hired officials, such as municpal clerks.

@Note that this is one of the infrequent times that data is updated directly in the data grid. You may be asked to
save your changes when you navigate to another part of the application. Answer Yes to save your changes.

V8/31/2009
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The District Combo Listing Report

Use these directions to generate a report of the District Combos for your jurisdiction. Double check your
District Combo report against maps showing district boundaries. Make sure that every District Combo has a
value for each district, including Municipality, County, Technical College, and State. If any of these district
values are missing or incorrect, the ballot style listed next to your voter on the poll list may be incorrect, or the
voters may not show up on the poll list at all.

To get more information on the address ranges attached to each District Combo, see the directions for the
Address Ranges by Address Range Type report in the Address Ranges chapter of this manual. For more
information on voters who haven’t been assigned a District Combo (and won't appear on the poll list), see the
Voters with No District Combination report in the Address Ranges chapter.

District Combo Listing
Aot Wwelcome to AESHM
- Vater
i [+]-{z25] Voter Applications
1. Click the Reports node. -] Absentee Applications
- Elections
Q Election Woarkers

SelectReport
Steplof2

2. Click the Print Reports Quick Task. £y Poling Place Locations Category:
47 Caontacts
23 Payment Fieports
; [-+24 Addressing and Districts District Comba Listing
3. Change the Category to Polling Place. B Cern Paling Place Lising
- Petitions
4. Under Reports, make sure District 2 Labais and Maiings
Combo Listing is selected. -3 Scheduler District Comba Listing

-] Administration

5. Click the Next button.

6. You should not need to Filter your report.

< =j Print Repaorts
7. Sort your report. Create Report

a. Click the Custom button next to the Sort box.

b. Select District
Combo Code from
the drop down under [ ;.. cirepon
the FieldName Distsict Combo Listing
Column.

ReportOptions Ji] Use Sort [ Save pelete [ Close _|

Filter Sort Name |

C. Select ASC |n the [Select Filter) j Custam |

FieldMame || Oider =1|
Order column. SorEs -
,m - District Combo Code - ASC m &

d. Click Use Sort. PTG o s

Printer Setup

Print Options
O Preview
@ Print Now
O Schedule

[Select Sch. j Custam
Back Frint

V8/31/2009 -14 - The District Combo Listing Report
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8. Click the Printer Setup button and BlorelBleportioptions
verify your printer settings.
< Pritter S etup >
@ For further information on printing and
exporting a report, see the Reports Print Options
chapter. QO Preview

O Schedule
9. Click the Print Now radio button. ot 5o =] Custom

Back ( Frint )

10. Click Print. e

Printing Notification

11. A dialogue box indicating that your printing or export is complete will
appear. Click OK.

-
'“—!) Reeport Frint or Export is Complete!

12. Retrieve the document. You should see a report that looks like the sample below. Use this report to verify
that the State Assembly, County Supervisory, and other districts are matched to the correct District

Combination.
[ L WP T
CITY OF WAUSAU Wdzaaday, Juby 15, 2008
District Combo Listing

Districrlambe  Nams WARD feui e EEN ASSM oA (=] fe i) LT ALDy TECH TECH Tl DA

:.‘Z‘JI-\.'l’}I- Ei\ |:I[ Winsi - Wil 1 - W CoT 5829 ARRS CAd ooar sl L lewe] AL USs2Is 1S wi DART
Spdin

:Z‘;‘)IA.'-Z.'- Ei\ |:I|' W - Waed 10~ WDID CT ER3D ARRE CAd ooar 214 LY 1w Al B TS wi DAXT
Split

:Z‘bﬁll-\.'-i 1- Eli\ |:I|' W - Wasd 11~ WD [urip) 5829 ARRL CAS o7 5174 L lawel Al B TS w DAXT
Split

:Z‘i‘?lq.'-il- Ei\ |:I|' W - Weed 12~ WDIZ CT S5R39 ARRS CAd ooar 5175 L 1wl ALS Bl TS w DAXT
aplu

:Z‘l‘]lq.'ﬂ'!- Eli\ |:I|' Wi - Weed 13- W13 [uein) L] ARRY [k} ooar s LY 1we | ALS AL i) TC1S wI DAY
Split

:Z‘;‘)H-Zl— Eli\ |:I|' W - Waed 14~ WDI4 CT ER3D ARRE CAd ooar CH i LY 1w ALE B TS wi DAXT
Split

:Z‘i‘?lq.'-Z!- Ei\ |:I|' W - Weed 15~ WDIS CT 5829 ARRS CAd ooar 5106 Ll iewsl AL USSEIs TS wi DAXT
aplu

Cpko B FI;\ of Wassen - Weed 16~ WDI6 CT S5R39 ARRS CAd ooar s L 1wl ALT Bl TS w DAXT

1 Split 1

V8/31/2009 -15- The District Combo Listing Report
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