Candidate Export File Layout

This topic may be printed and given to candidates.

The creation of letters or mailing labels is one that requires some experience using the
products and using text file import. If you are using Microsoft Word, you should be
experienced using Mail Merge.

The Voter Focus Diskette is a fixed layout. The file is a comma delimited text file. The
quote (") character is used as the text qualifier. Many products can use such a file such as
Excel, Word, Access. You should refer to the product documentation about how to
employ the file for your needs. Depending on the county, the export text file can be very
large and may exceed the capabilities of your computer, or the version of the product
that you are using. Access is the product which is designed for this kind of large scale
data manipulation.

These are the specification of the fields in the standard export diskette.

Field Name Length ‘ Description
VoterID 10 [Unigue voter registration ID number
Voter_Name 55 |Last name, name style (SR, JR, III, etc.) first
name, middle initial
Last Name 25 |Last name
First_ Name 20 [First name
Middle_Name 20 |Middle name
Name_Style 4 |Name style (JR, SR, III, etc.)
Formatted_Address 81 |First line of mailing address. If the voter provided

no mailing address, this field contains the first line
of the residential address.

Street number, street number suffix, street
direction, street name, street type, street direction
suffix, apartment number.
For example:

2345A S MONROE ST 67B

where A is the street nhumber suffix, S is the street
direction, and 67B is the apartment number.

For a streets with a direction suffix, the address
might be:

4234B SHAMROCK RD E

City_State 40 |City and state of mailing address. If the voter
provided no mailing address, this field contains the
city and state of the residential address.

Zip_Country 40 |(Zip/postal code and/or country of mailing address.
If the voter provided no mailing address, this field
contains the zip/postal code and/or country of the
residential address.

Residence_Address 81 |Street address line of residential address




Field Name

Street_ Number

Length
8

Description

Street number of residential address

Street_ Number_Suffix 2 [Street number suffix of residential address
Street_Dir 2 |Street direction of residential address
Street_ Name 30 |Street name of residence address
Street_Type 4 |Street Type of residence address
Street_Dir_Suffix 2 [Street Direction Suffix of residence address
Unit_Type 5 |[The type of unit for the apartment e.g. Apt, bldg
Apartment_Number 15 |Apartment nhumber of residence address
Zip_Code 12 |Zip code of residential address
City_Name 20 [City name of residential address
Mailing_Address_1 40 |[First line of mailing address.
Mailing_Address_2 40 |Second line of mailing address.
Mailing_Address_3 40 |Any additional line for an overseas address.
Mailing_Address_4 40 [Any additional line for an overseas address.
Mailing_City 25 |Mailing address city
Mailing_State 2 |Mailing address state
Mailing_Zip 12 [Mailing address zip or postal code
Mailing_Country 25 |Mailing address country
Race 1 1 = American Indian / Alaskan
2 = Asian or Pacific Islander
3 = Black, not Hispanic
4 = Hispanic
5 = White, not Hispanic
6 = Multiple races
9 = Voter did not specify their race
Sex 1 |M = Male, F = Female, U = Unknown
Birth_Date 11 |Date of voter's birth in MM/DD/YYYY format
Registration_Date 11 |[Date voter registered to vote in MM/DD/YYYY
format
Congressional_District 2 |Voter's US Congressional district
Party 3 [Voter's political party affiliation. For example, DEM
= Democrat, REP = Republican, NPA = No Party
Affiliation.
Ask the elections office for a list of the political
party codes.
Precinct 5 [Voter's precinct
House_District 2 |Voter's Florida House district
Senate_District 2 [Voter's Florida Senate district
Commission_District 2 |Voter's county commission district
School_Board_District 2 |Voter's school board district




Field Name

Assistance_Required

Length
1

Description

Y= assistance required to vote; N = assistance not
required

Mailing_Address_Flag 1 |Set to Y if the voter has a mailing address.
City_Code 2 |City code if voter resides within a city
Ask the elections office for a list of the city codes.
City Precinct or City 3 |City ward or city precinct
Ward Ask the elections office for a list of the city ward or
City precincts.
Telephone_Number 13 |Voter's telephone number with area code
20 voting history fields 1 |Appears only if you requested voting history data.

Consists of 20 voting history fields, each with a
field header containing the election name and
date. For example:

General_ElectionNov42008

The voting codes in the voting history fields are as follows:

Voted absentee

Absentee ballot rejected by
canvassing board

Early voted

Did not vote

Provisional ballot rejected by
canvassing board

Ineligible to vote

Voted at the polls

<blank>

Was not registered at the time
of the election or information
not available




Loading into Excel

The following examples are taken from Microsoft Excel 2000.

Use the open dialog to select the text file.

Text Import Wizard - Step 1 of 3 : ) ,ﬂﬂ

The Text Wizard has determined that your data is Delimited,

If this is correct, choose Next, or choose the data bype that best describes your data,
Original data type
Choose the file bype that best describes vour data;

(~ Delimited] - Characters such as commas or tabs separate each field,

'I.""Fixadyjdth - Fields are aligned in columns with spaces between each field.
Start import at row: |1 =] Fleaigini |Windows (ansD) |

Preview of file C:\\VrS\Bin\'Work|FlexExport.txt,

|1l "Pegiscration” , "Voter Name" "Formacted Address" "City Stcace” “Z ﬂ
|2 |"000930" ,"ONEZ, JOSE M","200 HYACINTH ST","0'BRIEN FL","32155",
|2 ["0072" ,"HICKOCKK II, WILD BILLIE","152Z9 EAGLE BD Z4A", "ANYTOWN
|4 ["001z22" ,"BROWN, WESLEY N ,6"2899 BACKLEY DR",“ANYTOWN FL", "3231!
|5 ["001143" ,"REED, BANE I","1234 S JANE ST W","ALTER GREEN FL","32Z ...;

== b

Is

Cancel ciack [ wext» Firish |

Make sure that the "Delimited" radio button is checked. Press the "Next >" button.



Text Import Wizard - Step 2 of 3 ] 2| x|

This screen lets vou set the delimiters vour data contains. You can see
how your text is affected in the preview below,

eliri:frs [ Treat consecutive delimiters as one
[Tdab] I Semicolon V¥ Comma

Fiee Coml e

rData preview
Fegistration [foter Name ormatted Address Cicy Scat ﬂ
000330 NEZ, JOSE M 00 HYACINTH 5T 'ERIEN F
0072 ICKOCEE II, WILD EILLIE [152% EAGLE RD 244 TOWH F
polzzz ROWN, WESLEY N 892 PRACKLEY DR TOWN F
01143 EED, BANE I 234 & JAME 3T W LTER GRE ..l
= 2
Cancel I < Back I Mext = Finish [

On this dialog, check the "Comma" check box, and uncheck the other check boxes in the
"Delimiters" frame. Leave the Text Qualifier with the default (") entry in it. If the settings are
correct, the Data preview will look quite well organized. Press the "Next >" button.



Text Import Wizard - Step 3 of 3 I 2| x|

This screen lets yvou select each column and set ~Column data Format
the Data Format, " General

'General conwerts numeric values to numbers, date | Text
values to dates, and all remaining values to text. @ Date: m

" Da not import column (skip)
advanced. .. |

~Data preview
eneral L
Pegistration foter Name ormacted Address Eity_ﬂtat.ﬂ
00530 ONEZ, JOSE M 00 HYACINTH 5T 'ERIEN F
no7e HICKOCEE II, WILD BILLIE [L5Z2% EAGLE RD Z4A4 TOWH F
polzzz EROWN, WESLEY N 899 BACKELEY DR TOWN F
DOll43 PEED, BANE I 234 & JANE ST W LTER GRE ...1
A i
Cancel < Back Next > | Finish

On the final part of the dialog you see the data fields. Notice that the first row of the data file
contains the field names. You can change the data layout to improve the usability of the data file.
Select the first column, and change its layout to "text" (in the Column Data Format Frame) top
left. The Birth Date and Registration Dates can be changed to date. Then press the Finish button.
The text file will load into the Excel worksheet.

Some candidates desire to break up the "Voter Name" field, breaking the First Name and Middle
Initial from the Last Name. If the following settings are used for Step 2 or 3 in the Text Import
Wizard, then you can do this. However, notice that the field names will no longer align with the
data.



Text Import Wizard - Step 2 of 3 __?,j_?_(_l

This screen lets vou set the delimiters vour data contains. You can see
how your text is affected in the preview below.

I Treat consecutive delimiters as one
I~ Semicolon ¥ Comma
V¥ other: [* Text qualifier; | {none; el
~Data preview
egistration oter Name ormatt{s
Q009320 EZ JOSE M
072 ICKOCKE II | WILD BILLIE
o1zzz ROTIH WESLEY M
01143 EED BANE I .,.I
e i

Catdlqﬂ_ackluext:-]ﬂ'ﬁshl




Using Microsoft Word to Create Mailing
Labels

This example is prepared with Microsoft Word 2000. The example has also been verified for
Word 97.

Select Mail Merge from the Tools Menu.

Under Main Document , press Create button:

Mail Merge Helper i d

Lise this checklist ko set up & mail merge. Begin by choosing the Create

button.
1 &5 e
DCUMEnt
Create ~
Form Letbers...
P Mailing Labels. ..
2 Envelopes...
Catalog...
Restore toformal Word Dociment. .

III
3 Merge the data with the document

Merge,,

Cancel |

e  Select Mailing Labels.
e Next Select Active Window.
Next, Select the Get Data Button.



Mail Merge Helper

Select Open Data Source...



Open Data Source

Hiskory

ﬁ.‘

My Documents

i

Desklbop

“
¥

Favorites

e®m| @ X i Toos-

21|

=] watsonDMrg¥oters.txt

File name: |

=] msouery... |

= Open

Files of type: IText Files (*.txt)

~| I Select method

The combo box labeled "Files of type" will need to be changed to Text Files (*.txt). Then you can

see your export Text File. Here | have selected FlexExport.txt.




File Conversion - FlexExport.txt L 21|

Choose the encoding to use for loading this file

5 . |Turkish {Mac) =
€ Plaintext  * Other encoding: Turkish (Windows) ]

Uinicode

Preview:;

"Registration”,"Voter Name" ,"Formatted Address™,"City State”,"Za
dress”,"Mailing Address_1","Mailing Address 2" ,"Mailing Cicy”.,"
ip","Mailing Country"”,"Race","Sex","Birth_Date” ,"Fegistration_T
ict”,"Party” ,"Precinct”™,"House_District”,"Senate_District”,"Cox
_Board_District"”,"Assistance Required”,"Mailing_Address_Flag”,"
000 First Primary (Sep/05/2000)" ,"Beach City General (May/10/200C
Election (May/01/2000)" ,"Cicy Election Lynn Haven(ipr/01/2000)",
Primary (Qct/03/2000)","2000 First Primary Closed(Sep/05/2000)",
Primary (Mar/16/2000)","1999 General Election(Nowv/01/1999)","19%
Primary (Oct/01/1999)","BEACH CITY ELECTION(Oct/01/1999)" ,"1999 ¥

b

Hide Preview 2 | oK Cancel |

[This step does not Appear for Word97 running on Windows 98] Here the file type is selected
as Unicode(UTF-8). This was the default, and | left it as default. Select OK button.

The select "Set up main document"”

Next you must select your label type:

2]

Printer information
; oK
" Dot matrix
{+ Laser and ink jet Tray: |Manual Paper Feed :] Cancel
ﬂ-sl LR
Label producks: [Avery standard :] =
Mew Label. .,
Product number: —— .
: ~Label information Delete
Type: Address

S161 - Address Height: G
5162 - Address -
5163 - Shipping Width: 2.63

5164 - Shipping

Page size:  Letter (8 Y2 x 11 in)
5165 - Full Sheet =

Here | have selected the 5160 label which is the standard label printed by Voter Focus. You
should select the Avery equivalent label size to suite the label you have purchased.



Next you must layout the single label.

Create Labels ] _ 2 %]

Choose the Insert Merge Field button to insert merge fields into the
sample label, You can edit and Format the merge fields and text in the
Sample Label box,

Insert MergeField > | Insert PostalBar Code... |

Sample label:
«Voter Names ﬂ

«Formatted Address»
«City_State» «Zip_Country]

d

ok | cancel |

This gives the basic mailing label. It will serve most needs. Press OK

Press the Merge... button.

21|

Merge to: Merge
S TR - ssip | —
~Records to be merged

@ al  C From: I To: I Check Errors. ..

Query Oplions. ..

~When merging records

(* Don't print blank lines when data fields are empty.

" Print blank lines when data fields are empty.

Mo query options have been sek,

The default is to Merge to "New Document". You might want to consider merging to printer. This
will send the final merge product direct to your printer, rather than creating another document
first. Press close when you have selected the options you want.

Next, select the Query Options... button.



21

Fiter Records | Sort Records |

Field:
[Party

Comparison:

Compare to:

j IEqual ko

~] IDEMl

e =] |

=l

£,

4],

|

gl

)

=y

=

2|

2|

L]

|
|
I

=l

£

[7]

O

Cancel Clear All

This dialog allows you to screen the records that will create labels. Here | have selected
Democrats. You should review the layout at the top of this topic for selections that you might want

to make. Press OK.

Finally press the Close button on the Mail Merge Helper dialog. You will see the whole set of
labels laid out. You can then print your labels.

The example above gives you an idea of how to use the Mail Merge tool. You could have created

a letter, or envelopes by varying the selections that you make.




Using Microsoft Access to load the export
file

Open the Access program, and then select the File Open Button.

- EHle Edt View Insert Tools Window Help

DEER ERY BR[| B[R |Hoe |58 1.

open
tookin: [ 0205281112 (D) -8 @XCI BT
= [2] Exp200205281 10721tk |

At the top of the Open dialog set "Look In" to look at the place where the import file is (probably
your CD-ROM drive.) At the bottom set "Files of Type" to "All Files" as shown above.

Press the Open Button

You will next see a dialog like this:



4 Link Text Wizard El

Your data appears to be in a "Delimited’ format. If it isn't, choose the format that more
correctly describes vour data.

(% Delimited - Characters such as comma or tab separate each field
" Fixed Width - Fields are sligned in columns with spaces between each field

Sample data From file: DAEXPZ0020528110721.TXT.

"Registration”, "Voter Name", "Last Name", "First Name" il
*0508%, "5aults IV, Robert W","Saults®, "Robert®, "Ulu",
"1016","Allen, Mary Virginia®,"illen™,"Hary Virginia
"11","Jones, David M","Jones", "Daid", "H" """, "3709-D
"oooo2z27", "Linzy, Jenny RY,"Linzy","Jenny", "R", ""_ "P
ri124%, "Jones, James E","Jones", "James" ME" "" "I130 N

w
— BN i R e T L o R

Ay [z

O (LA (el L B |

Adyanced... Cancel ZBatck Next > Finish

Ensure that the "Delimited" button is filled as shown above. Then press the Next button.
You will then see this.



B3 Link Text Wizard

What delimiter separates vour fields? Select the appropriate delimiter and see how your text

is affected in the preview below,

{Chmna&udHh&mihtsawrd&sym:FhHm

C Tab " Semicolon ' Comma " Space Pgm:’— ‘

P';Fhstguwcuﬂaiuﬁddﬂm

Text Qualfier: [ -]

Registration [Voter Name Last Namwe [Firstc Name
ns08 aults IV, Robert W aults Robert ﬂ
1016 llen, Marvy Virginia [Lllen ary Virgiry
11 ones, David M ones avid
DOO0ZZ7 inzy, Jenny R inzy enny

| 124 ones, James E ones ame s

| 125 lackwood, James R lackwood James ;’
Al 2
P.d\_*nncedl cancel |  <Back Next > Enish |

Make sure that "Comma" is selected.
Click on "First Row Contains Field Names".
Press Next.

You will then see this dialog:




B Link Text Wizard - x|

You can specify information about each of the fields you are importing, Select fields in the
area below. You can then modify field information in the 'Field Options® area.

rField Options
Field Name: [Birth_Date Data Type: |Date/Time =]
Indexed;  [No | ¥ Do net import field (Skip) }

ace jistration Date |Congressional Distric
=l W1/ 14/1993

7/ 13/1993

01/01/ 01/07/1993

03/05/ D4/04/2002

01/01/1904 sl i=l=}

01/01/ 1944 seFinlcrli=l=l ‘:]

L = =W E= W =T ==

A E i

[ R T T 5 ]

Advanced. .. Cancel | < Back Mext = Finish |

This dialog shows the names of the fields. Using the bar across the bottom you can move across
the fields. Optionally you might want to change the type of the Birth_Date and Registration_date
fields to Date/Time as shown above. All the other fields may be left as "text".

Press Next.



B Link Text Wizard

Finally, you can name your table. Press finish. The data file will then import into your Access
database.
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