UNITED STATESDEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice AO-1297
Washington DC 20250

For: State and County Offices

2003 County Election Web-Based Voter Data Report
Approved by: Acting Deputy Administrator for Field Operations

1 Overview

A Background
County Committee Election Voter Data information is a new report using a web-based
application. Voter information is being collected to prepare areport to provide the results of
voter turnout for 2003 COC elections.
Instructions to the site used to enter voter information are located in Information Bulletin
2950. If problems are encountered logging into the site, the Help Desk should be contacted
at 800-255-2434 for assistance.
County Offices shall input the voter data election information from the ballots returned for
the election held in December 2003. The report is for statistical purposes only. The
information will not be published on the FSA website.

B Purpose

This notice explains to State and County Offices the process for entering voter data
information into the web-based system.

C Contact
If there are questions regarding this notice:
e County Offices shall contact the State Office

e State Offices shall contact:

Ken Nagel at 202-720-7890
Deborah Johnson at 202-720-0067
ZinaRiley at 202-720-0258.

Disposal Date Distribution

May 1, 2004 State Offices; State Officesrelay to County Offices
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2 Action

Notice AO-1297

A Entering Voter Information

Enter the COC election website address provided in Information Bulletin 2950. Users will
need a WebCAAF ID and password.

Enter voter information according to this table. See subparagraph B for screen prints.

Step

Screen Title

Action

1

USDA WebCAAF
Authentication and
Authorization Warning Screen

Click on “Continue’.

Please enter your credentials

Enter WebCAAF User ID and Password.
Click on“Login” or PressENTER.

County FSA Committee
Election Reports

Click on “County FSA Committee Reporting
Login,” then Click on “Reporting for Voters’
bar

Administering Location

Enter the County Office Committee and the
Local Administrative Area holding the election.

e Select correct number from the drop down
boxes.

e Click on “Submit”.

Voter Data

A pre-filled list of eligible votersthat were sent
ballots for this election will appear. Highlight
the letter User wants to display.

Note: Upon accessing the name list the first
time all names will appear in red until
they have been updated.
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2 Action (Continued)

A Entering Voter Information (Continued)

1-29-04

Step

Screen Title

Action

6

Updating Voter Information

Red indicates that no information has been entered.
User must click on the individual’ s name to enter
information.

e Voter information is displayed, select one:

e ballot undeliverable
e ballot returned
e Dallot rejected.

e |f ballot isrejected, choose one of the following
from the drop down box:

“Unsigned’
“No Label”
“Over Voted’
“Under Voted”
“Ineligible’.

e Click on“Submit”.

e User will bereturned to the voter list. The
name that was updated should now appear in
either of the following:

e greenindicating the ballot was returned

e teal indicating the ballot was returned, but
rejected.

Note: Follow steps 5 and 6 for each voter
information update.

Add New Voter

If voter has a ballot that was printed by the County
Office the voter must be added.

Voter Search

Enter one of the following:

e last 4digits of thevoter'sID
o thefirst few letters of voter'slast name
e entirevoter'slast name.

Click on “Submit”.
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2 Action (Continued)

A Entering Voter Information (Continued)

Step Screen Title Action

9 | Voter Data Voter’s name will appear inthe box. To add voter to the list
click “Add Voter”.

10 | Update Information | Update the ballot status for the voter, follow step 6.
Click on “Submit”.

11 | Duplicate Data If name is entered into the system twice the user should
click on each duplicate name, voter information will appear:

o select “Delete Voter” for incorrect or duplicate data
e click on “Submit”

e verify that the correct name was chosen, if correct select
“Yes'.

B Screen Prints

1-29-04

Click on “Reporting for Voters'.

/] Reporting Menu - Microsoft Internet Explorer
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This Farm Service Agency website 15 prowvided to allow users to enter and change information for the
County FSA Committee. The data entered on this website will be uzed for reporting,

TEDA iz comtritted to maling its web pages accessible to all individuals. Fyou are a person with a
disability and hawe trouble accessing or using our web site, please contact the CCE Help Desk at (28000
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Action (Continued)

B Screen Prints (Continued)

Enter COC and LAA you are reporting for. Click on “ Submit”.

#J County Dffice Committee Elections Enter Administering Data - Microsoft Internet Explorer

J File Edit “iew Favortes Toolz  Help |
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Submit |
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Notice AO-1297
2 Action (Continued)

B Screen Prints (Continued)

Highlight the letter User wants displayed, then highlight the person’s name, and click on
Ballot Returned, Ballot Undeliverable, or Status is unknown.

; County FSA Committee Elections Elector Data - Microzoft Intemet Explorer
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5 =
T A | 8 [ 8| By |
Back Farsard Stop  Refresh  Home Search Favontezr  History P ail Print Exdit
JﬁddrESS@ http: #/nitctest fza.usda, gov/COC/E lector/COCY atersD ata, jsp j & Go HLinks ”J &0 Snaglt

Farm Service Agency
—
: Online FSA I Tl

"E-Forms

tranecet

"Contact Us Search " Local Offices "UsSDA Home

County FSA Committee Election
Voter Data

EENESSENNININNESENENENEENE

|Status is Unknﬁ Ballot Returned | Ballot Undeliverahble |
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Action (Continued)

B Screen Prints (Continued)

Notice AO-1297

This example shows what is displayed when a person’s name is highlighted from the list.

J Eile Edit “iew Favortes Toolz Help

; County FSA Committee Elections Elector Data - Microzoft Intemet Explorer
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Voter Data
Year: 2003 Election
Name: EAREN ATLLEN
Address: EE 1BOX 35
City: HOXIE
State: EZS
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Tax ID Type: 3
State Code: 20
County Code: 179
Coc# 1
Tasu |
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Notice AO-1297
2 Action (Continued)
B Screen Prints (Continued)
Verify if the ballot was returned or undeliverable. If the ballot was:

e returned and rejected then User must enter the reason why the ballot was rejected
e click on“Submit” to save the information.

The application will then return to the list of voters.

If there is a person that is in the system more than once the User may click on “Delete Voter”
and click on “Submit” to delete the duplicate.

; County F5A Committee Elections Elector Data - Microsoft Internet Explorer

J File Edit “iew Favortes Toolz  Help |
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Year: 2003 Election
Name: EAREN ATLLEN
Address: EE 1BOX 35
City: HOXIE
Elector List State: K2
Aip:  &7740-9765
TaxID: 5153843824
Tax ID Type: =
State Code: 20
County Code: 179
CoC# 1
LAA# 2

Ballot Undeliverable I Ballot Returned I Ballot Rejected | =
| Delete Voter [T

Submit | =
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1-29-04 Page 8



Notice AO-1297

2 Action (Continued)

B

1-29-04

Screen Prints (Continued)

User may add a new voter by clicking on “Add New Voter” on left side of the screen.

/3 County FSA Committee Elections Elector Data - Microsoft Internet Explorer

File  Edit Miew Favortes Tools  Help |
3 =
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Back Famward Stop  Refiesh  Home Search Favoites  History tdail Print Edit;
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———
E Online

County FSA Committee Election
Voter Data
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|Status is Unknown| Ballot Returned | Ballot Undeliverable |

Name Address |
BILL ALESHIRE 1797 S GREGG RD
CHARLENE ALESHIRE 1797 S GREGG RD
GERALDIMNE ALESHIRE RR 1BOX 312
LAWRENCE O ALESHIRE RR 1BOX312
W WESLEY ALLAI 230 SUGAR FINE DR
JAMES ALLEE 302 S LORENA AVE
JAMES R ALLEN 199 BREMNDA DR
MARK R ALLEN HIDDEM WVALLEY RR 1 BOX 2
ROBERT D ALLEN RR 2 BOX 449D
JIM AMOS 10063 US HIGHWAY 160 S
LOWELL AMOS RR S BOX 3950
HARRY AMDERSON PO BOX 216
JILL ANDERSON PO BOX 216
TIM ANMERSMN 1RAQO MARFERITA RAY =l

|&] htp:#7localhost B0B0/COC/Elector/FindNewhoter.jsp
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Notice AO-1297
2 Action (Continued)

B Screen Prints (Continued)

To search for the voter, type the last four digits of the voter’s ID number or partial last name
and click on “Submit”.

/J County F5A Committee Elections - Candidate Search - Microsoft Intemnet Explorer
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Yoter Search
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Partial Last Name: |Ela|d
Submit I Reset | Cancel |
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Notice AO-1297

2 Action (Continued)
B Screen Prints (Continued)

Select the correct name for the voter that returned a ballot and click on “Add Voter”.

/3 County FSA Committee Elections - Enter Candidates - Microsoft Internet Explorer

File  Edit Miew Favortes Tools  Help |
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| @G0 |Links ?

Farm Service Agency

= nline FSA [ntranet

T Local Offices

"Contact Us

Yoter Data
“Yoter Name:

SOMNJA BALDH]

Add Voter Cancel |
Add voter to the vater list

* Disfinguishes required fisids.

|
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Notice AO-1297

2 Action (Continued)

B
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Screen Prints (Continued)

If avoter returned a ballot then click in the “Ballot Returned” box. If the ballot was rejected,
select the reason why. After the voter information has been entered correctly click on
“Submit.”

/3 County FSA Committee Elections Elector Data - Microsoft Internet Explorer

File  Edit Miew Favortes Tools  Help |

S T A B B [ IR A B |

Back Famward Stop  Refiesh  Home Search Favoites  History tdail nt Edit;
Address I@ hitp: Aocalhost 8080/ COCElector/COCY aterlnformation. jspPelectorl D=107572682
Farm Service Agency

= nline FSA [ntranet

"Contact Us TSearch Local Offices
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County FSA Committee Election
Voter Data

Year: 2003 Election
Name: SOMNJA BALDWIN
Address: 1119 N JEFFERSOMN AVE
City: SPRINGFIELD
Elector List State: MO
Zip: 6580237
Tax 1D: 230431967
Tax ID Type: T
State Code: 79
County Code: 043
coc# 1
LAA#: 1

Ballot Undeliverable I ed ¥ Ballot Rejected | Bl
| Delete Vater ™
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