Redistricting — Adding New Districts to Precincts/Splits:

Single district of a type:

If the entire county (jurisdiction) falls within a single district of a type (all of your jurisdiction is in only
one Congressional District — or Legislative or Senate):

1. Open Districts and Precincts.

2. Choose “Districts” from the dropdown menu.
3. Choose “Add District” from the list.
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4. In the Add District to Precinct window, choose the district type from the dropdown (20

CONGRESSIONAL DISTRICT, 20 LEGISLATIVE DISTRICT or 20 STATE SENATE)

Choose the District name from the dropdown.

6. In the area where you are adding the district to the precincts, click on the “Select All” button. (If

you have a Blank Precinct, uncheck it as you do not want to tie the district to the blank precinct).

Click on the Save button.

8. If you wish to add an audit comment, you may do so in that window. This is optional. Click on
the Save button in the Audit Comment window. Since the system must add this district to all
voter records and address ranges, it may take awhile.
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9. Click on the Close button.
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Multiple districts of the same type (Congressional, Legislative, or State Senate)

If your county contains multiple districts of the same type there will be three things to consider before
making the updates:

©ooNo O,

Does the entire precinct fall into a single district? If yes, see step 1a below.
Is the precinct split into multiple districts? If so, follow steps 2-11 below.

Is the split divided between multiple districts? If so, see instructions for that in the next section.

Determine which splits will contain which district.
a. If the entire precinct is in the same district, use steps 1-5 above to add the district — in
step 6, choose only the precincts the district is in.
b. If a precinct is split between two or more districts, follow steps 2-11 below.
To add a district to only specific splits in a precinct, click on the Splits tab.
Choose the Precinct from the dropdown.
Click onthe Search button — this will bring up a list of the splits in that precinct.

Highlight the split for which you need to add the district and click on the Details button.

Find the district type in the list on the right side and click the plus sign + next to it.

Find the district name in the list that appears and highlight it.

Click on the left arrow button between the two columns < to move the district into the left side.
Click on the Save button.
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10. In the Audit Comment window, you can add a comment if you wish (this is optional). Click on
the Save button.

11. Continue for all splits that need to have the district added.
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Splits that are divided into multiple districts

There could be instances in which an existing split is partly in one district, and partly in another. If this

occurs, you will need to make the changes using multiple steps. The first step is to create the 2" split —

the simplest way to do this (to avoid confusion) is to copy the existing split that will need to be further
split.

Prior to this, you may wish to run one of the absentee reports and use it to manually determine which
address ranges will be in the new splits, and in some cases which address ranges will need to be further
split to accommaodate the changes. The ALEX-001 is in spreadsheet format, and the AL-001 is in
printed format.

1. Open Districts & Precincts and go to the Splits tab.
2. Choose the split that is being divided between two districts
3. Click the Save As button

4. In the Copy Split window, enter the new split number. This can be either the next number in
sequence, or you can just add a letter to the existing split number and later update all split
numbers.

5. Click Save.
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6. The new split will now be listed but not tied to any voters.
7. Open the details for the newly created split and if you have already assigned the district to the
original one, remove it and assign the district to the new one.

The next steps will need to be done in the Address Library module:
1. Open Address Library

2. Enter the precinct and split for the original split that you just copied.
3. Click Search

4. Locate the addresses that are going to be in the newly created split
a. If the entire range will be in the new split, continue with steps 5-8
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b. If part of the range will be in one split and the other part in another, split the range
accordingly before processing (either by even/odd or by house numbers, depending how

the range is to be divided)

5.  Highlight the first range that will be moved to the new split
6. Click details

7. In the split field, change the split to the correct new split

8. Click Save.

Now all voters in that address range will be in the new split.
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Changing Districts to Appear On Voter ID Cards

If you have your system set up to print a voter’s districts on his/her ID card, you will need to make
changes to these after the set up of the new Congressional, Senate, and House Districts. The steps to do
this are as follows:

el

NG

From the main screen open System Configuration.

Choose County Configuration from the column on the left.

Then choose County Parameters

From the list of districts, uncheck the old Congressional, Senate, and House (if they were
originally chosen.

Check the new Congressional, Senate, and House, if you wish to include them.

If you wish to change the order of the districts, use the arrow buttons to the right of the listing.
Click on the Save button.

Click on the Close button.

WV 8G:TT - 9202 ‘9T [MdV - [HNOSSIA 40 1dNO0D INIHANS - pajid Ajjedluoids|g



