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The Franklin County Board of Elections has added the feature to download voter data
from the web. A text file will be created that you can download at
http://vote.franklincountyohio.gov/voter/voterdata.cfm.

The Franklin County Board of Elections supplies this data for users. It can not advise
you how to use the data, but supplies the following documentation to assist users.

Because of limits on our file server and number of demands being processed your select
will be limited to 5 minutes. In most cases unless the demand is unusually high you will
be able to process your select.

Downloading All Voters in Franklin County

Voter Data

We will allow your request to process for up to five minutes. If your request exceeds this limit, you will be required to
narrow your search criteria.

< Download Entire Voter File

Note: Due to the size of the file (161 MB), you should save the file to your computer rather then attempting to open

the file.

@ Create a Custom Select for a Voter File

Type of Report to create:
O by District
O by Precinct
Include the following Parties:

[0 Democratic
[0 Republican
[J Nonpartisan

How would you like your repeort Sorted?

© Walking List (sorted by Voter Address; Even and Odd addresses grouped)
O Alphabetical (sorted by Voter Name)
@ Precinct (sorted by Precinct then Voter Name)

[ Export as TXT File




If you want the entire County, or need to run your own select on the data you can select
to download the entire county.

Voter Data

We will allow your request to process for up to five minutes. If your request exceeds this limit, you will be required to
narrow your search criteria.

® Download Entire Voter File

Note: Due to the size of the file (161 MB), you should save the file to your computer rather then attempting to open
the file.

O Create a Custom Select for a Voter File

[ Export as TXT File ]

[Eivoter File Documentation

FlLabel File Template for Word (see documentation)

"IReport Template for Word (see documentation)

®File structure for Voter Data File
# TXT files supplied are Comma-Separated Value files that may be opened by spreadsheet programs (e.g. Excel,
OpenOffice Calc), imported into database programs (e.g. Access, dBase), or text editing programs (e.g. Word, Notepad,
TextEdit, Emacs).

¥ Larger searches may take several minutes to generate.

Select ‘Download Entire Voter File’ and Click ‘Export as TXT File’ button to start the
download process. The File Download dialog box will be displayed.

File Download E|

Do you want to open or save this file?

MName: VeterFile TXT
Type: TextDocument
From: boetest

@[ =] o]

I--" While files from the Intemet can be useful, some files can potentially
@ ham your computer. if you do not trust the sounce, do not open or
= save this file. What 's the risk?

It is strongly recommended that the file not be opened but instead select the option to
save the file to your system. Note where you are saving your file as described in the Save
in area.

Save As

: @ My Documents

My Music

T o By I'n'-n-lMu Pirturac



And click the Save button to start the file transfer.

o

Save As
Swvein: | @
5 |E| My Data Sources
L 4) | My Music

My Recent (2} My Pictures
Documents 5 My Videos

= |5 Snaglt Stamps
Lé I2) SnagltCode

Deskiop | Visual FoxPro Projects

‘ My Documents

|
My Computer
3 |
‘;:‘] File name: i\u’oterFiIe.TXT v | Save
1 ] : =
zI My Metwork Save as type: Text Document v] [ Cancel ] /

This will start the file download. If necessary, after the download is completed, click on
OK to close the dialog box (some systems will automatically close the box depending on
personal settings.).

The file is a comma delimited text file. For information on the fields and the file
structure click on File structure VVoter Data File. This is an Excel file that can be opened
at or saved to your system. The file can be imported into a number of data base
productions, Microsoft Access, Microsoft Visual Foxpro, FileMaker, Bento for Mac,
Paradox, Oracle, MySQL, SQL Server to name a few. Unless you have Excel 2007
Excel is not recommended because prior to Excel 2007 there is a limit on the number of
records you can import to 65,536 rows, in Excel 2007 that was changed to 1 million
rows. As of October 2009 the Franklin County database contained over 841,000 records.



Downloading a Selected Area in Franklin County

You can select the Create a Customer Select.

@ Create a Custom Select for a Voter File

Type of Report to create:
O by District
O by Precinct

Include the following Parties:
[0 Democratic

[ Republican

[J Nonpartisan
How would you like your report Sorted?

O Walking List (sorted by Voter Address; Even and Odd addresses grouped)
C Alphabetical (sorted by Voter Name)

® Precinct (sorted by Precinct then Voter Name)

Start by selecting either District or Precinct. If you select District you will be asked to
select a City or Village, a Congressional District, a House District, a Senate District, a
School District or a Township.

If you want just a single Precinct select the by Precinct option and you will be asked to
select a single precinct.

Next you need to select the party affiliation that you want, you can make multiple
selections. If you want all voters select all three options.

Next you need to select the sorting option.
= A walking list will sort the file by street name, then if the house number is even or
odd. This allows for walking down one side of the street and then the other.
= Alphabetical sort on the voter name, last name then by first name
= Precinct is sorts by precinct and then by voter name.

Click on the Export as TXT file. This will bring up the save file dialog box.



x|

File Download
Do you want to open or zave thiz file?

MName: VoterFile . TXT
Type: TextDocument
From: boetest

I--’ While files from the Intemet can be useful, some files can potentialy
ham your computer. f you do not trust the source, do not open or
save this file. What s the risk?

m

It is strongly recommended that the file not be opened but instead select the option to
save the file to your system. Note where you are saving your file to as described in the
Save in area.

File name: |voter131253042.bd hd | [ Save l
My Network Save as type: |Text Document v | [ Cancel ]
— s ———

This will start the file download. If necessary after your download is completed you may
click on OK to close the dialog box (some systems will automatically close the box
depending on personal settings.).



The file is a comma delimited text file. For information on the fields and the file
structure click on File structure VVoter Data File. This is an Excel file that can be opened
at or saved to your system. The file can be imported into a number of data base
productions, Microsoft Access, Microsoft Visual Foxpro, FileMaker, Bento for
MacParadox, Oracle, MySQL, SQL Server to name a few. Unless you have Excel 2007
Excel is not recommended because prior to Excel 2007 there is a limit on the number of
records you can import to 65,536 rows, in Excel 2007 that was changed to 1 million
rows. As of October 2009 the Franklin County database contained over 841,000 records.

Documentation and Label and Report Templates

This document can be downloaded for the web page as well as label and report Word
merge file templates and an Excel file of field descriptions for the data file (this is also
available at the end of this document). You must have Microsoft Word to use these
templates. File structure will change after an election when voter data is added to the file.

To download the documentation and templates.

[ E—
[Eivoter File Documentation

®lLabel File Template for Word (see documentation)

FIReport Template for Word (see documentation)

FFile structure for Voter Data File

W TXT files supplied are Comma-Separated Value files that may be opened by spreadsheet programs (e.g. Excel,
OpenOffice Calc), imported into database programs (e.g. Access, dBase), or text editing programs (e.g. Word, Notepad,
TextEdit, Emacs).

¥ Larger searches may take several minutes to generate.

These files are relatively small and you can open the file and then use the Save Option to
save the file to your computer or you can save the file to your computer without opening
it by right clicking on the document name and selecting Save Target As....

Open in New Tab
Open in New Window

Voter Dat g rryre—

Print Target

We will allc up to five minutes. If your reque

narrow you
Copy Shortcut

@ Down  Add to Favorites...

Note: lespell Options 61 MB), you should save the file t
the fil

Convert link target to Adobe PDF
© Creal  Convert link target to existing POF ~ 2F File
Lookup on Merriam Webster

Lookup on Wikipedia Export as TXT File
& Google Search

Send To 4

Page nfo N Reset Form

Properties

Bivoter Filc
FlLabel File Template for Word (see documentation)

PIReport Template for Word (see documentation)

®lFile structure for Voter Data File



This will bring up the save file dialog box. Select where you want the file saved and the
name you want file saved as.

r

Save As

Savein: |l'f) MailMerge Toolkit V| B F EEr

?[f Select the location
to save your file.

l W;;?gma /Filename

- |

File name:

My Network | Save astype: | Adobe Acrobat Documert v| | _Cancel |

@ EVoter File Documentation

@ TlLabel File Template for Word (see documentation)

@ TIReport Template for Word (see documentation)

@ ¥lFile structure for Voter Data File

Document 1 is the current version of this document.

Document 2 is a merge template using Microsoft Word for labels.

Document 3 is a merge template using Microsoft Word for a Report.

Document 4 is an Excel file of the data structure of the Vote file; this information is also
available at the end of this document.

Using the Label or Report Template

The two template files are Word Merge files created using Microsoft Word 2003. The
label template uses the Avery 5160/8160 labels. This is a standard address label size and
many manufactures make this size 1 inch high and 2 5/8 inch wide three across and ten
down to a page.



The resulting labels will indicate party and precinct in the upper right hand corner and the
name and address in the body of the label.

LESLIE P AYERS
3119 WALKER RD
HILLIARD, OH 43026

D-04000A

Party

ROBERT C BAILY
8027 ROBERTS RD
HILLIARD, OH 43026

Precinct Code

R-04000A
STEPHANIE R BAILY

8027 ROBERTS RD
HILLIARD, OH 43026

R-04000A

The report displays approximately 5 names per sheet on a regular letter size page.

LANA J AHLUM Frecinct’=plit 04000A/04000A-1
8501 PATTERSON RD ‘Year of Birth: 1855
HILLIARD, OH 43026 Registration Date: : 01/011900
Party: R
Congress : Howse | Senate : Hrodiliy ¢ Township @ Schoel Fire Police Park Road
15 23 16 * BR HL * * * *

2009 2008 5007 2006 2005 2004 2003 2002 2001 2000
Brimary R R X ]
General - X X X X X x X X
Feb Special - - - - -
Aug Special - - - -

Feel free to alter these to meet your specific need.




How to Merge the Template File with the Date

After you have downloaded the data file open the template file you want to work with.
Word can merge the text file but for performance reasons it is recommended that you
import the file into Excel. See the section “Importing the Text File into Excel” starting
on page 11. The instructions assume you have not changed the file to Excel, if you
choose to import the information in Excel you would select the Excel file instead of the
text file in the instructions below.

If the Mail Merge tool bar is not active turn it on by selecting View/Toolbars/Mail
Merge. If there is a check mark besides Mail Merge the toolbar is already turned on.

Mormal

i A4 Normal 5 Web Layout
Print Layout
[EE|

.

Reading Layout glll
Qutline
Task Pane  Ctrl+F1
Toolbars 4 | E Standard

Ruler E Formatting
Document Map AutoText
Thumbnails Control Toolbox
| Header and Footer Database
Footnotes E Drawing
Markup E-mail

Full Screen Forms
Frames

Zoom...

Mail Merge
Outlining
Picture

Reviewing

Tables and Borders
Visual Basic

Web

Web Tools

Word Count

WordArt

Acrobat Connect
Acrobat PDFMaker 8.0
Attach as Adobe PDF

Customize...
E
The mail merge toolbar will look like this:
il A AL nsertword feld | e 2 AL L AL R W M PR e e I

First you must open your data source by clicking on the second icon.

B
|

) B S st ord Bield A2 L2 ALK A LR T B0 0 B




You will need to remember where you saved the data file, and the data file name.

Look in: My Data Sources b v | @ - | Q o E  Tods -
_-a- Name Siz
- [E: bt 3355
My Recent "
Documents
@ Change this to where you saved your text file
Desktop
)
My Documents

Change this to Text Files

My Computer

“-‘—g | 4 | B
[ File name: | ,‘V | New Source... Open
My Network

Places Files of type: |Text Files (*.txt; =.prn; *.csv; *.ial!t' v

By default Word first looks at the sub-folder My Data Sources in My Document. If you
have not saved your data file in this directory navigate to the location you saved the file.
Change your Files of Type to Text Files and select your file and click on Open. If you
have converted the text file to Excel you will change the Files of Type to Excel.

Select Data Source

Look in: | My Data Sources w | )] =] | 'Q >< il |j - Tools -
é Name Siz
- “@ +New SQL Server Connection.ode 1
MyRecent ||| 354 4 Connect to New Data Source.ode 1
Documents X
& list.xls 14
?[‘-% [ voter131253042. b} 3355
Desktop
58
My Documents
My Computer
- ¢ | a SN
e | -
[ File name: e MNew Source... Open
My Network [ = ] [ = ]

Places Files of type: | all Data Sources (*.odc; *.mdb; *.mde

li
R S T

It may take a minute or two for Word to make the necessary links with the data

document. Next you can merge to a new document or straight to the print by selecting
one of the icons shown below.

i@ 5| 2 2 3| Insert Word Field~ | &2 3 9 4 | H 4 1 BN GE | B | Ly g

Merge to a new document jj
Merge to the printer ==

10




You can also import the text file into Excel and manipulate what data you want see.

Importing the Text File into Excel

Start Excel and open the text file by selecting File and Open. In the open dialog box

change the file of type to Text and change the location to where you downloaded your

data file.

Open @@

Look in: |@ VoterLabel v| @~ | @ X i & - Toos -
_i " Size  Type
- voter1553394252.0d4 104 KB Text Document
My Recent
Documents
[C
Change to where you downloaded the file
Desktop
My Documents Change Files of Type to Text File
My Computer
- < | 2
. File name: | “ Op&n -
My Network
Places Files of type: |Text Files (*.prn; = txt; *.csv) $_J| Cancel

Select the text file and click on open. This will automatically start the Text Import
Wizard. If Delimited is not selected select Delimited and Click on Next.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type
Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field.
th  -Fields are dligned in columns with spaces between each field.

Startimport at row: File origin: 437 : OEM United States v

Preview of file Y:\WoterLabel\voter 155339425, txt.

RECORD ID, VOTER ID, REGISTERED, FIRSTNAME, MIDDLE, LASTNAME, SUFFIX, { "
240331, 870231790, 01/01,/1900, LANA, J, AHLUM, , A, R, 1955, B501, , BATTE

290511, 900162818, 01/01,/1900, SANDOLL, U, ANDROMED2, , 4, R, 1947, B372
D33093&, 0600144625, 06/14/2006, CARRIE, A, ARCHER, , A, R, 1969, 1215, , GO
305972, 910090343, 01/01,/1900, LESLIE, B, A¥ERS, ,A, D, 1973, 3119, , WAL] +
| >

next> | [ Emish

|m |.:- |w |M |»—\

| E

11



If the delimited has the Tab checked you will need to click on it to uncheck the Tab

selection.

The file is a comma delimited file, you will need to check on the box beside comma to

l

Text Import Wizard - Step 2 of 3

" This screen lets you set the delimiters your data contains. You can see
how your textis affected in the preview below.

Delimiters
Tab [ semicolon O

[space [ other: l:l Text gualifier:

[J Treat consecutive delimiters as one

Data preview

RECORD ID,VOTER ID, REGISTERED, FIRSTNAME,MIDDLE, LASTHAME , SUFFIX, ST
pza0321,870231790, 01/01,/1900, LANA, J, AHLUM, , &, R, 1355, 8501, , PATTERS
pz90511, 900162613, 01/01/1300, SANDOLL, U, ANDROMEDA, , A, R, 1947, 8372, ,
950996, 060016628, 06/14/2006, CARRIE, A, ARCHER, , &, R, 1363, 1215, , COLE
p305972, 910080243, 01/01/1900, LESLIE, P, AYERS, ,A,D, 1973, 3119, , WALKE

£ | >

[ Cancel ][ < Back ” Mext = H Einish

]

indicate that comma is the delimiter. You will notice the information breaks apart into

columns.

Text Import Wizard - Step 2 of 3

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

Delimiters
[J1ab [] semicolon
[Jspace [ other: I:I

[ Treat consecutive delimiters as one

Text qualifier:

Data preview

FECORD ID WOTER ID REGISTERED FIRSTHWAME MIDDLE [LASTNAME [EUFFIX
02403321 F70231730 P01/01/1300 [LANR 17 RHLUM

0230511 EO016ZE13 D1/01/1500 BANDOLL i RNDROMEDR
03303398 PE001e62E PD&/14/2006 CRARRIE e RRCHER

0305572 10050343 P1/01/1500 LESLIE 1= RYERS

< |

|

Cancel ][ < Back H Mext = H Einish

12



Certain fields are made up of numbers that start with zeros, Excel looks at these as
numbers and drop the leading zero unless instructed otherwise. The Record ID, Voter
ID, Precinct and Precinct with Split are all columns that may start with a zero. To

maintain this information select the column and select Text as the Column data format.

2?x

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set Column data format
the Data Format. ) General

‘General' converts numeric values to numbers, date '@'
values to dates, and all remaining values to text. (O pate: |MDY v

() Do not import column (skip)

Data preview

[FIRSTHAME
E702317%0 01/01/1500 [LANA

EUFFIX

[F001a82E813 01/01/1500 BANDOLL o ROMEDR D
De001eeZ8 P&/14/2006 CRARRIE B CHER
5100502343 01/01/1500 LESLIE =3 YERS -

[
|

This screen lets you select each column and set Column data format
the Data Format. ) General

‘General' converts numeric values to numbers, date '@
values to dates, and all remaining values to text. O pate: MDY v

) Do not import column (skip)

Data preview

RECORD ID LASTNAME [SUFFIX ||*
pz40331 LR I RHLTM

pza0511 I RNDROMEDS B
p330998 RIE k. RRCHER

n30s5372 E RYERS "
3 >

13



When the columns are side by side you can select the adjoining columns and change
them both at once.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set Column data format
) General

the Data Format.

‘General' converts numeric values to numbers, date
values to dates, and all remaining values to text.

MDY A

) Date:
() Do notimpart column {skip)

Data preview

To format the columns so that they display the information in the columns. Select all the

data and select Format/Column and Autofit Selection. The columns will change to a

width that will display the information with truncating the information from view.

Bl Microsoft Excel - voter155339425.txt

NS S SATE %R 9o DR 5 4] 2] [B] 0

0 Mt B B I B S | A Hy @4 | ¢ Reply with Changes... End Review... !

E_] File Edit Wiew Insert | Format | Tools Data Window Help Adobe PDF

: Arial ~ 10 |27 cells.. Ctrl+1 o » 0 o0 | &= s |

P@ @] 4 4| & @ Favor i Y ITY30\USER\CSGORUF\Woterl al
AT - & Rel_ Column ] E5 width... B

AO | AP | AdQ  Sheet » | AutoFit Selection i

270 AutoFormat... Hide

571 X N _ _

577 X Conditional Formatting... Unhide

573 Style... Standard Width...

T4 L'

14



Frequently Asked Questions on Data in Excel

| want to sort the file so that | group the odd and even house numbers
together but | don’t see a field that will let me do that?

This is a computed value, use the MOD function. This function returns
the remainder after a number is divided by divisor, so by dividing a
number by 2 if the number is even you will get zero and if the number is
odd you will get 1, and then use this field to sort on.

My version of Excel only allows a 3 level sort how can | increase the
number of fields to sort on?

Create a new field that merges multiple fields into one, such as Last Name
& First Name & Middle & Suffix to sort the entire name on one cell value.

When | add two fields together Excel says #Value!.

Using the + sign to join non-numeric fields confuses Excel because it
can’t figure out how to add letters together. To join alphanumeric fields
with other field use the & sign. For the adventurous look up the function
concatenate in Excel Help.

| joined the street name and house number to one field as you
suggested, but 735 now comes after 6784, why isn’t it in order.

When you join the house number to the street name the house number
ceases to be viewed as number but just characters in a string of letters.
Seven comes after six. To fix this when you add the house number to the
street name for sorting purposes left pad the number so all the house
numbers are the same length. So instead of adding street name & the
house number, add street name & RIGHT(“000000” & HOUSE
NUMBER,6), this will give your house numbers all six characters and
000735 will come before 006784.

15



The data is great but | only want to print one label per household not

one to every voter.

Determine what makes up a household and create a cell with those values.
A common way to define a household is to use the Last Name and the
complete address Last Name & House Number & House Fraction & Street
& Apt & City & Zip. Since every address is in Ohio you don’t need to
include it. After creating the formula sort the file on this new field if you
need help in sorting see Excels HELP. Once you have sorted the enter an
IF formula that determines if the combined field on this line is like the
field above =IF(this_line_cell_value = line_above_cell_value,1,0). In this
example if the value in the cell above is equal to the value in the cell on
this line it will puta 1 in the cell, if not it will put a 0 in the cell. Make
sure you add a Heading to your column.

BH Bl
HOUSEHOLD MAIL TO
AHLUMBE01PATTERSON RDHILLIARD43026
ANDROMEDAB3IT2MORRIS RDHILLIARD43026
ARCHER1215COLE RDGALLOWAY431159
AYERS3119WALKER EDHILLIARD4 3026
BAILY802TROBERTS RDOHILLIARDA43026
BAILY&02TROBERTS RDOHILLIARDA43026
BARTH-WARNERB520MORRIS RDHILLIARD4 3026
BARTONE351FEDER RDGALLOWAY 431159
BARTOMNEI51FEDER RDGALLOWAY 43119
BATTLESB8480MORRIS ROHILLIARD43026
BATTLESB480MORRIS ROHILLIARD4 3026
BEARB584MORRIS RDHILLIARD4 3026
BEARS584MORRIS ROHILLIARDA43026
BEARG584MORRIS RDHILLIARDA43026
BEATTIETE13ROBERTS ROHILLIARD4 3026
BEATTIETE13ROBERTS ROHILLIARD4 3026
BEBINGER343COLE RDGALLOWVWAY43119

L= R R =R == R e R R R e R o R R e R

In your Word Document you need to change the recipient List by clicking
on the proper icon.

16



This brings up the Mail Merge Recipients list. Click on one of the v (it
does not matter which one you select).

Mail Merge Recipients @

To sort the list, dick the appropriate column heading. To narrow down the recipients displayed by a
spedfic criteria, such as by dty, dick the arrow next to the column heading. Use the check boxes or
buttons to add or remove redpients from the mail merge.

List of reaPcenm
| JLASTN...( =! JFIRSTN.. hd RECO RD..\ = \.I'OTER ~| PREGISTE. 4|
I ] |
ANDROMEDA SANDOLL 0290511 Q00162813 1/1/1900
ARCHER CARRIE ® 0990996 060016628 6/14/2006
AYERS LESLIE 0305972 910090343 1/1/1900
BAILY ROBERT 0985192 060010760 4/3/2006
BAILY STEPHANIE 0985332 060010200 4/3/2006
BARTH-WA... TORRI 0239475 870209523 1/1/1%00
BARTON KENNETH 0388500 021151667 1/1/1900
BARTON PAMELA 0393039 930070798 1,,"1,"19{1{] 3
(] AT e P e “rnannane F4 Tannn __
£ >
[ selectml | [ cearal | [ Refresh |

Select Advanced from the drop down list.

* RECORD... = %

| an '
(Blanks)
(Monblanks)

{Advanced...)

e A —————

This will bring up the Filer and Sort dialog box. The column where the
householding data is found is labeled MAIL TO. Under field find the
Field MAIL TO and selected the Comparison of Equal to and put zero in
the compare to. This will select on those addresses that have a zero.

Filter and Sort E|
Eilter Records | Sort Records
Field: Comparison: Compare to:
[marL TO v | |Equal to v o |
and  v| ¥ |

.

17



The Household information was lost when | sorted the information on
another value.

If you change the order of the value you are basing your holdholding on
the calculation will change. Convert you calculation to a value. Highlight
and copy the area you do not want to change from a formula to a value and
then Right Click in one of the highlighted cells. Select the Paste Special
option from the pop up menu.

Bl Bl | BK | —
MAILTO

[ R e e

Cut

Copy

Paste

| Paste Spedcial...

fe L o<

Insert Copied Cells...
Delete...
Clear Contents

Insert Comment

N

Format Cells...

Pick From Drop-down List...
Create List...

Hyperlink...

Look Up...
|

JE ®

This will bring up your options list select Values and click on OK. Your formulas will
now be the value that was displayed rather then a computed value.

Paste Special

() validation
() All except borders
() Column widths
) Formulas and number formats
) Comments () Values and number formats
Dperation
(3 None O Muiltiply
) Add ) Divide
() Subtract
[ ] skip blanks

O Cancel
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