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Introduction

We've created the 2014 Election Administration and Voting Survey (EAVS) Data Entry
Template for you to supply the information that the Election Assistance Commission
(EAC) has requested about the 2014 election cycle. This year’s template functions very
similarly to the 2012 template.

The most significant changes concern the organization of two of the survey sections:

Section B has been expanded from 19 to 35 items (with additional subcategories
for some items). The additional 16 items are at the end of Section B (B20-B35),
and are taken from the Federal Voting Assistance Program’s (FVAP) Survey of
Local Election Officials. These items were incorporated into the 2014 EAVS to
eliminate redundancies between the two data collection efforts. As a result, the
FVAP Survey of Local Election Officials will not be conducted this year.

Section F has been split into two separate worksheets in the template. Items F1-
F6 are in one worksheet, and items F7 (voting equipment) and F8 (general
comments) are on a separate worksheet.

Similar to the 2012 template, this year’s data entry template includes the following
features:

Flexible data entry — The template offers you the choice of two different “views”
for entering the EAVS questionnaire data:

o The “Form View” that permits you to enter the information one
jurisdiction at a time using preformatted forms, and

o The “Worksheet View” that permits you to enter data in your own
fashion, using a spreadsheet grid with each jurisdiction on a separate
row, and each questionnaire item in a separate column.

You can switch between the two views at any time — the data you enter will be there
regardless of which view you are currently using or have used before.

Extensive error checking in Form View and Worksheet View — the template
checks for over 100 possible errors in the information you enter for each
jurisdiction.

Optional marking of errors as “not errors” — we understand that the template
may mark a response as an error when, for a specific jurisdiction, the response is
actually correct. When working in Form View, the template permits you to mark
such items as “not an error.”

Pre-populated jurisdictions — The template contains all of your jurisdictions for
which the EAC needs information. If you find that we have made a mistake in the
jurisdiction list built into the template, contact us before starting, and we will
update the template for you.
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e Formulas built in to calculate item totals — There are some survey questions
that are calculated by finding the sum of a certain range of values. For example,
the question labeled “A5Total” is equal to the sum of the values found in
guestions A5b through A5l. We have built in formulas, in both Form View and
Worksheet View, to calculate these totals automatically. As a result, for example,
you won’t need to manually calculate the sum of A5b through A5I; the sum will
be automatically entered in A5Total.

The rest of these instructions describe how to start the Data Entry Template, how to
save your work periodically so that you do not have to enter all of the data at once, and
how to take advantage of the two different data entry views. These instructions will also
show you how to submit your data electronically when you have finished entering the
information for all of your jurisdictions.

It is probably a good idea to keep a copy of the 2014 EAVS Questionnaire nearby so that
you can refer to the full description of each question when you are entering the data. In
addition, the Supplemental Instructions Manual provides many helpful definitions and
specific instructions that will help you collect the data that you will be entering into the
Data Entry Template.

A brief tutorial for novice and beginner users of Excel is also found in the appendix. If
you have questions about using Excel in general or about any aspects of the template in
particular, please call or email your point-of-contact at ICF International.
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Getting Started

The 2014 EAVS Data Entry Template is an application that has been developed in
Microsoft Excel. In order for you to use the Data Entry Template, it is recommended that
you have Microsoft Excel 2007, 2010, or 2013 installed on your computer. If you are
using Microsoft Excel 2003 or earlier, the Data Entry Template should still work.
Unfortunately, however, the template has not been tested on this version of Excel. If
you are using Excel 2003 or earlier and you encounter difficulty using the template,
please contact your point-of-contact at ICF International for assistance.

If you need help identifying which version of Excel you have, refer to the appendix at the
end of this guide.

Opening and Saving the Template

To open the Data Entry Template the first time, you will need to download it from ICF’s
FTP site. Once you log into the site using the link provided in our email, click on the
“2014 EAVS Data Entry Template.xIs” link to download the file and open it. You then
need to save the file to your computer before proceeding further.

To save, first select “Save As” to save the file to a local folder (e.g., “Desktop”) on your
computer. If you save the file somewhere other than a local folder — such as a network
folder — you may have trouble saving the file later.

If you are working in any Excel version besides 2003, you will need to save it as an Excel
97-2003 Workbook with an ".xls" filename extension. Click “Save As” and select “Excel
97-2003 Workbook”. Saving the file as an Excel 97-2003 file will help you to continue to
work with the Form view and the error checking. If you are working in Excel 2003, you
can save the file as you normally would an Excel workbook. You may save the workbook
under any name that you prefer — but make sure to use a name that you can remember
easily.

Once you have used “Save As” to save the template to your desired location, thereafter
you need to only select “Save” (and not “Save As”) to save the template again. Itis a
good idea to save the file frequently, especially considering that the “Undo” and “Re-
do” features are not available in the Data Entry Template (see page 21 for more
information about this).

For more detailed instructions on saving files in Excel, refer to the appendix at the end
of this guide.
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Click Past the Compatibility Checker

If you have Excel 2007, 2010, or 2013, you will see the following message after saving
the file:

Microsoft Excel - Compatibility Checker ? &=

The following features in this workbook are not supported by earlier
versions of Excel, These features may be lost or degraded when you save
this workbook in the currently selected file format. Click Continue to save
the workbook anyway. To keep all of your features, dick Cancel and then
save the file in one of the new file formats.

Summary Qcourrences
Minor loss of fidelity S
Some cells or styles in this workbook contain 12
formatting that is not supported by the selected Hel
file format, These formats will be converted to the —
closest format available, Excel 97-2003

Chedk compatibility when saving this workbook.

[ Continue ] [ Cancel l

This is expected. It is not an issue and will not prevent you from working with the
template. Click “Continue” to move past this warning. You can also uncheck the “Check

compatibility when saving this workbook” box to prevent this message from appearing
again when saving the file in the future.
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Enabling Macros in Microsoft Excel 2003

For the Data Entry Template to work properly, you need to ensure that Excel’s Macro
capability is turned ON. The specific steps you need to take to accomplish this vary with
the version of Excel you are using.

If you are using Microsoft Excel 2003, use the following steps to enable Macros:

Step1: Open up Excel. You can open up a blank workbook or open up the
Data Entry Template. Click on “Tools,” then “Macro” and
“Security.”

B3 Microsoft Excel - Book1

|E_1 File Edit “ew Insert Format | Tools | Data  indow Help  Adobe PDF

NN RN = RN o e 7oLz il e i
e : ﬂ Research...  Ale+Click B
. L %\:1 Ev! A ‘@ Ervar Checking. ..

A B | C | Shared Wworkspace. .. [ [E] | H | | | J

;12 share Woaorkbaoak. ..
T Protection 3
I Coling Collaboration 3
% Formula suditing 3
z Macro >| | Macros,.. Alk+FE
% Customize, .. @ Record Mew Macra,,,
Em Options. .. | Security...
11 E | visual Basic Editor Alk+F11
% @8 Microsoft Script Editor— AlE+Shift+F11

14
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Step 2: Once you click Security, a window will open. Select “Medium”
security and then click on “OK.”

Security

Security Level | Trusted Publishers

(3 Wery High, ©nly macros installed in krusted locations will be allowed
to run, &l other signed and unsigned macros are disabled.

(3 High. Only signed macras fram trusted sources will be allowed ko
run. Unsigned macros are automatically disabled,

@;Medium. ‘You can choose whether of not to run patentially unsafe
macros,

() Lows {not recommended), You are not protected from potentially
unsafe macras. Use this setting anly if vou have virus scanning
software installed, or you have checked the safety of all documents
wou open,

Ok ] [ Cancel

Step 3: Once you have selected “Medium” security, you will need to close
Excel. After exiting Excel, open up the Data Entry Template. When
you open the template this time, a Security Warning window will
appear. Click “Enable Macros.”

Security Warning E|

"CriDocuments and Settingst20092Local Setkings) Temporary Inkernet
Filest Content. IESYP4HKAZKK] 201 0% 20EAYs-Draft%2021[ 1], xIs" contains
mackos,

Macros may conkain viruses, It is usually safe to disable macros, but if the
macros are leqgitimate, vou might lose some Functionality.

Disable Macros ] [ Enable Macros ] [ Mare Info
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Enabling Macros in Microsoft Excel 2007

If you are using Microsoft Excel 2007, take the following steps to enable Macros.

Step 1: Click the “Options” button next to the “Security Warning” that is below the
Office Ribbon

En. d - oI EAV-Damit 10 21 10 @hals Read ]
ol
Haome Irepert Pugi Laycut Formuiing Drata Rirsews W eeveioper Agrabeal
& Lt Calibri =1 =AY W [ | AR =F Wenp Teet Generd
= — 3 Copy
# |- T 1, - o - " renkar = R
M pormatpater (B4 0 A (0 ieseace - (80
Clipbasrd # Famt AL iLi-gnrmeid I
i@ Secusity Waeming  Meooi have been Sitabied Dotiont... :
A2 i, £ R B
& ] C ] E F & H I J
1 JurisiD JurgMNami STATE MNASTATE rlFg ARSI Fla FLID Fig Fig I
z
L]
4

Step 2: In the pop-up box that appears, click “Enable this content” and click on “OK”

@ Security Alert - Macro

Macro

Macros have been disabled, Macros might contain viruses or other security hazards, Do
not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information
File Path: C:i'...nd Settings'256 17 \Desktop' 2012 EAVS Data Entry Template_V013.xls

2 Help protect me from unknown content {recommended)

Open the Trust Center Ok I Cancel
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Enabling Macros in Microsoft Excel 2010 and 2013
If you are using Microsoft Excel 2010 or 2013, you only need to take one step to enable

Macros:

Open the workbook and click on the “Enable Content” button next to the “Security
Warning” below the office ribbon.

H - 2014 EAVS Data Entry Template [Compatibility Mode] - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
& cut Calibri T e Nrap Text £
ER Copy - =
Paste Py 3 I U Merge & Center - O 2 Conditional Format

~ Format Painter Formatting Table

Clipboard ] Font Alignment Mumber Styles
I SECURITY WARNING Macros have been disabled. Enable Content

cs - Jr | 579304

A
£ =8 ) _ 3

ELECTION ASSISTANCE COMMISSION

With the macros now enabled, you are ready to begin entering the information for the
2014 EAVS questionnaire. The two different views are described below, beginning with

Form View.
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The Form View

The picture below shows the first page of the Form View.

@ :
FILE HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER
o X Cut 5 R P = I Ian] T M D | ¥ AutoSum ¢ A
5 Calibri u AN T== & EWepTet General - = ] 4 em EX L._
5 Capy - - P [ B &= 2 2~ v
Paste Iu- EAVS Desktop Launch Sort & Find &
. Format Painter Filter + Select~
Clipboard & Font diting

c8

Local lurisdiction Ide

N/A = Data Not Available
Not Applicable = Not Applicabl|

2014 Election Administration & Voting Survey

The ongoing process of improving America's election systems relies in part on having accurate data about the way Americans cast their
ballots. In 2002, Congress chartered the U.S. Election Assistance Commission (EAC) to collect inf on the state of

elections and make it widely available to policy makers, advocates, scholars, journalists and the general public. Since 2004, the
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2014 Election
Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.

I how you calculate thog
Active Voterg

The questions below ask for information about ballots cast, voter registration, overseas and military voting, Election Day activities; voting
technology, and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act [UOCAVA) serves as the
EAC’s standardized format for State reporting of UOCAVA voting information as required by 42 U.5.C. §1973ff-1. States that complete and
timely submit this section to the EAC will fulfill their UOCAVA reporting requirement under 42 U.S.C. §1973ff-1(c). Additionally, EACis

Enter Number or

6 mandated by the National Voter Act (NVRA) to coll from States the impact of that statute on the
7 | FIPS Code Jurisdic] i of Federal elections. With this inf EAC s required to make a report to Congress and provide recommendations for
8 (2400100000 ALLEGANY COUNTY the improvement of Federal and State procedures, forms, and other NVRA matters. States that timely respond to all questions in this
9 (7400300000 ANNE ARUNDEL COUNTY survey concerning voter registration related matters will meet their NVRA reporting requirements under 42 U.S.C. § 1973gg-7 and EAC
10 2400500000 BALTIMORE COUNTY U e,
n '2400900000 CALVERT COUNTY The EAC recognizes the burden that asking for these data places on State and local election officials, and we have worked to minimize that
2 '7.401100000 CAROLINE COUNTY burden as much as possible.
13 |2401300000 CARROLL COUNTY

r Worksheet
14 (2401500000 CECIL COUNTY In advance, we thank you for your cooperation and look forward to answering any guestions you might have. View
152401700000 CHARLES COUNTY
16 :2401900000 DORCHESTER COUNTY State: o = Click to Launch Section Save
B ,ZMHW FREDERICK COUNTY A. Voter Registration B. UDCAVA ‘ €. Domestic Absentee |
18 (2402300000 GARRETT COUNTY i -
1512402500000 HARFORD COUNTY TRty "| || 0. Etetion Administation | €. provisionsl Balots ‘ F. Election Day Actvties | Check
20 2402700000 HOWARD COUNTY
21 (2402900000 KENT COUNTY Submit
22 (2403100000 MONTGOMERY COUNTY
23 (2403300000 PRINCE GEORGES COUNTY
24 :2403500000 QUEEN ANNES COUNTY

‘ State_Cnty | InfoSupp | EACLA | EACE | EAC.C | EACD | EACE | EACF | EACF788 ® q

Once Macros are enabled, the first page of the Form View will appear. Throughout the

Data Entry Template, this screen is referred to as the “EAVS Home.” If you click on an
“EAVS Home” button, it will return you to this screen.

To use the Form View, first use the drop down menus for “State” and “County” to select

your state, territory or the District and then select your jurisdiction.
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Entering Data in Form View

Note: For Alaska, the District of
Columbia, American Samoa,
Guam, Puerto Rico and the U.S.
Virgin Islands, you still need to
select your jurisdiction name
under “County” even though
you are responding for only one

EAVS Desktop Launch

ELECTION ASSISTANCE COMMISSION

2014 Election Administration & Voting Survey

The ongaing process of improving America’s election systems relies in part on having accurate data about the way Americans cast their
ballots. In 2002, Congress chartered the U.S. Election C (EAC) to collect inf on the state of American
elections and make it widely available to policy makers, advocates, scholars, journalists and the general public. Since 2004, the
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2014 Election
Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.

The questions below ask for information about ballots cast, voter registration, overseas and military voting, Election Day activities; voting
technology, and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act (UOCAVA) serves as the

jurisdiction.

EAC's standardized format for State reporting of UOCAVA voting information as required by 42 U.S.C. §1973ff-1. States that complete and
timely submit this section to the EAC will fulfill their UDCAVA reporting requirement under 42 U.5.C. §1973f-1{c). Additionally, EACis
mandated by the National Voter Registration Act (NVRA] to collection information from States concerning the impact of that statute an the
administration of Federal elections. With this information, EAC is required to make a report to Congress and provide recommendations for
the improvement of Federal and State procedures, forms, and other NVRA matters. States that timely respond to all questions in this
survey conceming vater registration related matters will meet their NVRA reporting requirements under 42 U.S.C. § 1973gg-7 and EAC
regulations.

The EAC recognizes the burden that asking for these data places on State and local election officials, and we have worked to minimize that
burden as much as possible.

Worksheet
In advance, we thank you for your cooperation and look forward to answering any questions you might have. View
Click to Launch Section
State: AS i S
A. Voter Registration B. UOCAVA C. Domestic Absentee
State Error
County: . e Check
D. Election Administration
Submit

After selecting your state and the jurisdiction for which you will be entering data, you
will see all of the jurisdictions in your state appear in the worksheet behind the first
page of the form. The data that you enter in the tabs of the form will appear and be
stored in the worksheet. You will be able to enter and edit data in either Form View or

Worksheet View.

H % = 2014 EAVS Data Entry Template [Compatibility Mode] - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
o _ P .
% cut Calibri “u &K == % BwWepTet General - D D EEX @ 2 Autosum éY m
Pastt % Cony - Oy Conditional F ‘)t (‘\,\ Insert Delete Fo it Fmv Sort & Find
aste B I U- i LA, === Merge & Center - L0y s %9 g Conditional Formatas Cell  Insert Delete Formal ort & Fin
- ¥ Format Painter 4 ’ ¥ 0 Formatting” Tablew Stylesw - - - £ Clear~ Filter = Select
Clipboard & Font ['EAVS Deskiop Launch = Jting
E452 - fe m
A5 A
e\ E A C :
 Toame T Tere Wty ELECTION ASSISTANCE COMMISSION fo—+
3 |AUTAUGA COUNTY ALABAMA AL
4 [BALDWIN COUNTY __ ALABAMAAL 2014 Election Administration & Voting Survey
5 |BARBOUR COUNTY ALABAMA AL
5 BIBB COUNTY ALABAMA AL The ongoing process of improving America’s election systems relies in part on having accurate data about the way Americans cast their
7 |BLOUNT COUNTY ALABAMA AL bla":t.ts. In 2032, C:ﬂ.gtres-zciaﬂer.eldbtlhelu.s. IE-|ECtm: Assissaﬁcet(:nmn;‘isiinﬂ (EAC) lF ctn”EleI:fnrmalinlﬂ Ur;:-hess.late :;:;mtirlcaﬂ
& |BULLOCKCOUNTY | ALARAMAAL elections and make t widely available to policy makers, advocates, scholars, journalists and the general public. Since 2004, the
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2014 Election
3 |BUTLER COUNTY ALABAMAAL Administration and Vioting Survey, and we ask for your help in making it the most complete and accurate survey in its history.
10 CALHOUN COUNTY ALABAMA AL
11 CHAMBERS COUNTY  ALABAMAAL The questions below ask for information about ballots cast, voter registration, overseas and military voting, Election Day activities; voting
12 CHEROKEE COUNTY  ALABAMAAL technology, and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act (UOCAVA) serves as the
13 |CHILTON COUNTY ALABAMA AL EAC’s standardized format for State reporting of UOCAVA voting information as required by 42 U.S.C. §1973ff- 1. States that complete and
14 CHOCTAW COUNTY  ALABAMAAL timely submit this section to the EACwill fulfill their UOCAVA reporting requirement under 42 U.S.C. §1973ff-1(c). Additionally, EAC is
15 | CLARKE COUNTY ALABAMAAL mandated by the National Voter Registration Act (NVRA) to collection information from States concerning the impact of that statute on the
16 |CLAY COUNTY ALABAMAAL ::mmistratlon aftredeerdal ellectljgi.ll\hth thi;mforr:atlon, Er:c ilshreq;‘i/r:z to Ttake astrelpar:’:aliang:ess and pdrivid: reca;rjmend::ansfur
e improvement of Federal and State procedures, forms, and other matters. States that timely respond to all questions in this
17 CLEBURNE COUNTY ALABAMA AL
survey concerning voter registration related matters will meet their NVRA reporting requirements under 42 U.5.C. § 1973gg-7 and EAC
18 COFFEE COUNTY ALABAMA AL regulations
19 |COLBERT COUNTY ALABAMA AL
20 CONECUHCOQUNTY  ALABAMAAL The EAC recognizes the burden that asking for these data places on State and local election officials, and we have worked to minimize that
21 COOSA COUNTY ALABAMA AL burden as much as possible.
22 COVINGTON COUNTY ALABAMA AL Worksheet
23 |CRENSHAW COUNTY  ALABANIA AL In advance, we thank you for your cooperation and look forward to answering any questions you might have. View
24 | CULLMAN COUNTY ALABAMA AL Click to Launch Section
25 DALE COUNTY ALABAMA AL State: AL . Save
26 DALLAS COUNTY ALABAMA AL A. Voter Registration B. UOCAVA | C. Domestic Absentee
27 DEKALB COUNTY ALABAMA AL County: State Error
28 |EIMORECOUNTY | ALABAMAAL * | BALDWIN COUNTY  ~ D. Election Administration | E. Provisional Ballots | F. Election Day Activities ‘ Check
29 ESCAMBIA COUNTY  ALABAMAAL
30 ETOWAHCOUNTY  ALABAMAAL Submit
31 |FAYETTE COUNTY ALABAMA AL
‘ .. | StateCnty | Infosupp | EACA | EACB | EAC.C | EACD | EACE | EACF | EACF7ES ® <

READY  FILTER MODE

10
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To begin entering data for the selected jurisdiction, click on one of the tabs to launch
the EAVS Questionnaire section you would like to complete. You can select any section;
you do not have to begin with Section A.

EAVS Desktop Launch @
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2014 Election Administration & Voting Survey

The ongoing process of improving America’s election systems relies in part on having accurate data about the way Americans cast their
ballots. In 2002, Congress chartered the U.S. Election Assistance Commission (EAC) to collect information on the state of American
elections and make it widely available to policy makers, advocates, scholars, journalists and the general public. Since 2004, the
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2014 Election
Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.

The questions below ask for information about ballots cast, voter registration, overseas and military voting, Election Day activities; voting
technology, and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act (UOCAVA) serves as the
EAC's standardized E—— = e = iemdhyy 42 1.S.C. §1973ff-1. States that complete and
timely submit this s . er 42 U.S.C. §1973ff-1{c). Additionally, EAC is
mandated by the N CIICk on one Of these bUttonS to tates concerning the impact of that statute on the
administration of Fd rt to Congress and provide recommendations for

the improvement o IaunCh the SeCtlon In WhICh yOU s that timely respond to all questions in this

irements under 42 U.5.C. § 1973gg-7 and EAC

survey concerning
bl o want to enter data. \
The EAC recognizes - - n officials, and we have worked to minimize that
burden as much as possible.

Worksheet
In advance, we thank you for your cooperation and look forward to answeri y questions you might have. View

Click to Launch Section

State: MD I e
A. Voter Registration B. UDCAVA I c i ‘

State Error
Check

County: | BALTIMORE COUNTY j

D. Election Administration E. Provisional Ballots I F. Election Day Activities ‘

Submit

The first tab of each section will look like this. This is the first tab in Section A - Voter
Registration, corresponding to Section A of the EAVS Questionnaire.

s

Vaoter Registration

ELECTION ASSISTANCE COMMISSION

Introduction lResnnndant ] Total ] Registrations } Categories ] All Sources ] New ] Duplicates } Invalid ] Removal Notices ] Voters Removed ]
Voter Registration

EAC is mandated by the National Voter Registration Act (NVRA) to collection information from states
concerning the impact of that statute on the administration of Federal elections. With this information EAC
is required to make a report to Congress and provide recommendations for the improvement of Federal and
State procedures, forms, and other NVRA matters. States that timely respond to all questions in this survey
concerning voter registration related matters will meet their NVRA reporting requirements under 42 U.S.C.
§ 1973gg-7 and EAC regulations.

Throughout the template,
clicking “EAVS Home” will take
you back to the first screen

| where you can select any of
the Sections.

Clicking “Continue” will
take you to the next
screen in this section.

Section A
Error Check

Continue EAVS Home

11



2014 EAVS Data Entry Template Instructions
There are several different ways to navigate through the template as you enter data.

e e

Voter Registration @

You can navigate through each
E LE CTION AS S ] SAT)’P‘ section using these tabs at the

Introduction ] Respondent  Total ]Regish’ah’ons ] Categories ] All Sources ] MNew ] Duplicates ] Invalid tOp

Al. Enter the total number of persons in your jurisdiction who were registered amreng TOWOTE TIT TITE TNOVETTeT
2014 general election.

Include all persons eligible to vote in the election including special categories of voters with extended deadlnes (such as returning
military). Do not include any persons under the age of 18 who may be registered under 3 "pre-registration™ program.

I” Data not available

Al. Comments

A2. When you report the number of registered voters in your jurisdiction for the November 2014 general election (as in Al),
do you include both active and inactive voters in the count, or does your jurisdiction enly include active voters?
(Select only one.)

Jurisdiction uses both active and inactive reaqistered voters c

Jurisdiction uses only active voters

Other, comments: YOU can aISO naV|gate tO the
! prior screen or the next
screen using these buttons.

A2. Comments

Previous Continue
Onthe last tab of ~ ["gi=ge =
the section, you
o dlick &%) ELECTION ASSISTANCE COMMISSION
”CO ntl n ue” to ta ke lntrudutlun | Respondent | Total | Registrations | Categaries | Al Sources | New | Duplicates | Invaiid | Removal Notices  Voters Removed |
you back to the R o i RS A e R A TR S R S T
election. Note this question asks for those ineligible to votd
first screen in the Al1a. Total [ osmmmese | CliCk “EAVS Home” to return
SeCtion a nd run ::lextt;; dli:“tjaelthe tlgl;aal !wAmlbfr of voters removed (as entered iny tﬁ the Home Screen and IseleCt
DR IitR .| the nextsectionto complete; |,
your Error Check % Click “Next: UOCAVA” t =
Or you can C“Ck the Al1b. Moved outside jurisdiction ’7 IC ext: (o] -
“ ” e G —— continue to the next section.
Next:” button to
d. Disqualifying felony conviction |
take you to the Ak Disqualiyng felony conve P — |
. Alle. Failure to respond to notice sent and
next section. In fature 0 oiey the o mast Y |
H men incompeten | |
thIS Case "NeXtZ A1 Decared = petent L Al1k. Other, comments:
. [ [
UOCAVA” will take
. 0
you to Section B: e o
Uniformed & | *
Overseas Citizens Previous ‘ Continue EAVS Home Next: UOCAVA |

Absentee Voting
Act (UOCAVA). Clicking “EAVS Home” will take you back to the Home screen and you
can select the section you would like to complete next.

12



2014 EAVS Data Entry Template Instructions
Error Checking in Form View

The Form View was designed with two types of error checking functionality to help you
identify problems or errors in the data that you have entered. The first type is the
Section Error Check that you can do for each jurisdiction after completing a section.
This is a great way to check your data entry as you go, rather than waiting until you've
entered all your questionnaire responses.

On the first tab of each Section, there is an error check button. If the error check for that
section has not yet been run, the button will be yellow.

UOCAVA Dt Farm - TR T T A ——

ELECTION ASSISTANCE COMMISSION

Intoduction | Total | Tranemtaed | Retumed | Cout | Gounted Categories | Regected | Rajected Categaries |

Uniformed & Overseas Citizens Absentee Voting Act This is the error check button

| Secti B serves the EAC's standardized fi t for the state rting of UOCAVA votil 1
oction serves as e EAC Sandardtr forst o the e resorsmg ofocaawien) - for Section B. The yellow
reporting requirement under 42 U,5.C §1973f-1(c).

A e e s ww| indicates no error check has

absentes: ballots transmitted to UOCAVA voters; (2) the combined number of ballots returnel
and (3) the combined number of returned ballots cast by HD(AU:::';MI—(IIE number of casy b een run.

by the: total
| ] [ L ‘
The “Error Check” button will  waisusn T R ——

turn green once the error _ .
check is run and no errors are %) ELECTION ASSISTANCE COMMISSION

fo u nd | n the d ata Introdcnon | Tots | Trwmenitied | Rstmad | Count | Cauntid Chtegarist | Rigactad | Rajacted Catageries |
: Uniformed & Overseas Citizens Absentee Voting Act (UDCAVA)

Section B serves s the EAC's standardized format for the state reparting of UOCAVA voting information as required
by 42 ILS5.C. 5197301, States thal complete and timely sulsmil this section bo the EAC will Fulfill their UOCAVA
reporting requirement under 42 1.5.C 197300 1(c).

Pursuant UOCAVA, thi ine: (1) the combined number of
absentee ballots trand ots returned by UOCAVA voters;

m@mecstined - Green indicates the  fberofcstbalos s practicaty
section is error free.

13



2014 EAVS Data Entry Template Instructions

If the Error Check for a Section is run and no errors are found in the data, a blank “Data
Entry Warnings” pop-up window will appear. Click “OK” to return to the form and
continue entering your jurisdiction’s data.

Data Entry Warnings
Do Mot Include in Error

If the Error Check for a section is run and errors are found in the data, a pop-up window
will appear that specifies which problems were found. Click “OK” to return to the form
and correct the errors.

Data Entry Warnings

Do Mot Include in Error

n If A2 “Tunisdiction uses only active voters™ is not selected,
the sum of A3a and A3b cannot exceed Al

- The sum of ASb-1 cannot exceed Ada.

If a specific error does not apply to your jurisdiction, click the box under “Do Not Include
in Error.” This will override the error; the next time an error check is run on the section
this error will not be reviewed.

Data Entry Warnings

Do Mot Include in Error

[~ IfA2*“Junsdiction uses only active voters™ is not selected,
the sum of Ala and A3b cannot exceed Al

r Aja should not exceed 30% of Al.
rd The sum of ASb-1 cannot exceed Aja.

oK

14



2014 EAVS Data Entry Template Instructions

When the error check is run and errors are found, the button will appear red. It will
remain red until all errors are either resolved or flagged with the “Do Not Include in
Error” option.

" Voter Registration _—— TN T T T e—

ELECTION ASSISTANCE COMMISSION

Insruduction | Rgspondent | Total | Regetranons | Categones | Al Sources | Mew | Dupbcates | Invald | Remaval otces | voters Removed |

Voter Registration

' EAC is fated by the | Voter Reg Act (NVRA) to collection information from states
concerning the impact of that statute on the administration of Federal elections, With this information EAC
Is required to make a report to Cong and provide rec for the imp t of Federal and

State procedures, forms, and other NVRA matters. States that timely respond to all questions in this survey
concerning voler registration related matters will meel their NVRA reporting requirements under 42 U.5.C.
§ 1973gy-7 and EAC requlations.

Red indicates there are
errors in the section. \

~

Lontisge EAVS Home |

The second type of error check is the State Error Check. The State Error Check will
review every field for every jurisdiction in the state looking for errors. The State Error
Check is run from the EAVS Home screen.

] EAVS Desktop Launch -

ELECTION ASSISTANCE COMMISSION

2014 Election Administration & Voting Survey

The ongoing process of improving America’s election systems relies in part on having accurate data about the way Americans cast their
ballots. In 2002, Congress chartered the U.S. Election Assistance Commission (EAC) to collect information on the state of American
elections and make it widely available to policy makers, advocates, scholars, journalists and the general public. Since 2004, the
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2014 Election
Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.

The questions below ask for information about ballots cast, voter registration, overseas and military voting, Election Day activities; voting
technology, and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act (UOCAVA) serves as the
EAC's standardized format for State reporting of UOCAVA voting information as required by 42 U.5.C. §1973ff-1. States that complete and
timely submit this section to the EAC will fulfill their UOCAVA {eportlng requlrement under 42 U.S.C. §19?3ﬁ=-1{c] Additionally, EAC s
mandated by the National Voter Registration Act (NVRA)tocollaction nart of that statute on the
administration of Federal elections. With this informatiag P recommendations for

the improvement of Federal and State procedures, form: C||Ck on thIS button tO run questions in this
survey concerning voter registration related matters will 1973gg-7 and EAC
the “State Error Check”

regulations.
The EAC recognizes the burden that asking for these data PTaees o TS AT TOTaT ETECTIO ORI TS, AN We Tave Worked to minimize that
burden as much as possible.

Worksheet
In advance, we thank you for your cooperation and look forward to answering any guestions you might itwge. View
I [ Click to Launch Section -
State: MD I Sane
A. Vater Registration B. UDCAVA ] C. i i
County' State Error
= I BALTIMORE COUNTY :_J D. Election Administration E. Provisional Ballots ] F. Election Day Activities ‘ ek
Submit

15



2014 EAVS Data Entry Template Instructions

When you click on the “State Error Check” a Microsoft Word document will open that
will contain the details of the error check. The report will provide a list of all the errors
that were identified in the data and which jurisdictions’ data contain the error. For
example:

If A2 “Jurisdiction uses only active voters” is not selected, the sum of A3a and A3b

cannot exceed A1.
= BOX BUTTE COUNTY

Aba should not exceed 50% of A1.
= BOX BUTTE COUNTY

The sum of ASb-l cannot exceed Aba.
= BOX BUTTE COUNTY

16



2014 EAVS Data Entry Template Instructions
The Worksheet View

If you want to enter data for more than one jurisdiction at a time, it will be easier to use
the Worksheet View. In this view, you can navigate to a particular column and enter or
paste data for multiple jurisdictions.

Switching to Worksheet View

When moving to Worksheet View, all data that have been entered in the form will be

visible in the worksheet.

To switch from the Form View to the Worksheet View, go to “EAVS Home” and click on
the “Worksheet View” button. You can also click on the “X” in the top right corner from
any of the screens in Form View.

| EAVS Desktop Launch -

ELECTION ASSISTANCE COMMISAON

2014 Election Administra Click on this button to switch

The ongoing process of improving America’s election systems relies in par] “ . ” heir
ballots. In 2002, Congress chartered the U.S. Election Assistance Commissi to WorkSheet VleW

elections and make it widely available to policy makers, advocates, scholatsoormemo o o=pgermerarpoomeoree oo e
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2014 Election
Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.

The questions below ask for information about ballots cast, voter registration, overseas and military voting, Election Day activities; voting
technology, and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act (UOCAVA) serves as the
EAC's standardized format for State reporting of UDCAVA voting information as required by 42 U.S.C. §1973ff-1. States that complete and
timely submit this section to the EAC will fulfill their UOCAVA reporting requirement under 42 U.S.C. §1973ff-1(c). Additionally, EACis
mandated by the National Voter Registration Act (NVRA) to collection information from States concerning the impact of that statute on the
administration of Federal elections. With this information, EAC| i ide recommendations for
the improvement of Federal and State procedures, forms, an| . . . Il questions in this
surveypconcerning voter registration re:jated matters will me CIICk on thIS bUtton to SWItCh 5 39?333—? and EAC

sesulations, to “Worksheet View”
The EAC recognizes the burden that asking for these data plate5 on State and local electon orferars, £ fave worked to minimize that
burden as much as possible.

Worksheet
In advance, we thank you for your cooperation and look forward to answering any questions you might have. View

Click to Launch Section

State: MD i S
A. Voter Registration | B. UDCAVA I C. Domestic Absentee ‘ —_—

State Error
County: ‘ BALTIMORE COUNTY j ‘ ot

D. Election ini i ‘ E. Provisi Ballots I F. Election Day

Submit
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2014 EAVS Data Entry Template Instructions

Once in Worksheet View, click on “Return to Form View” to open up the Form View
again. This box will remain at the top of the screen while working in Worksheet View so
that you always have an easy way to switch to the Form View.

SRT  PAGELAYOUT  FORMULAS  DATA EAVS 2014 =
Click here to return
Calibri . — Update
to Form View. Error Chedk
B I U .
Font Alignment
Jx || 579304

If you close the “Return to Form View” button, but need to return to the Form View, you
will need to save your data, close the template and re-open the template in order to re-
open the Form View.

-

VIE  INSERT PAGE LAYOUT FORMULAS | EAVS2014 [=3s]| peve
Calibri 11 - Upd
- Error ghedk
] a
at Painter Bl nter
P Fant Alignmen
- Jr | 579308
B Clicking on the “X” will

remove this button.
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2014 EAVS Data Entry Template Instructions
Entering Data in Worksheet View

Each worksheet represents a different section. Data for the fields in Section A: Voter
Registration are entered on the “EAC_A" worksheet. Similarly, the data fields for Section
B: Uniformed & Overseas Citizens Absentee Voting Act (UOCAVA) are located on
worksheet “EAC_B,” for example. Section F is split into two worksheets: the first
worksheet contains items F1-F6, and the second worksheet contains items F7 and F8.

25 0603500000 LASSEN COUMNTY

26 0603700000 LOS ANGELES COUNTY
27 0603900000 MADERA COUNTY

28 0604100000 MARIMN COUNTY

29 0604300000 MARIPOSA COUNTY
30 | 0604500000 MENDOCINO COUNTY
44 M InfoSupp ~EAC_A . EAC B .~ EAC C ~EAC D EAC E ~EAC_F -~ EAC F7&8 - ¥J
Ready Calculate | = |

When using the Worksheet View it is important to keep in mind the type or format of
the information that you are entering in a particular field. Most fields are numeric
fields, for example, where you enter the total number of registered voters or ballots.
Other fields are text fields in which you can type in your comments. Entering datain a
format other than what is meant to be entered in that field will prevent the Error Check
from identifying errors in that field.

In addition, there are several fields that require a specific response. In most cases,
these question columns are equipped with pre-defined lists from which you will need to
either select a response from the drop-down menu using your mouse or type in one of
the response options (e.g., “Yes” or “No”). The question subheaders will specify which
responses are allowed for each column.

Lag Times for Certain Cells

You may experience some lag times as you enter data in certain cells in the worksheet,
specifically for questions Ala, Bla, and Cla. After entering data in these cells, when you
attempt to move to another cell in the worksheet, the program may freeze for a few
seconds. Please note that this is normal; it is a side-effect of the error-checking features
we have built into Worksheet View. For the vast majority of cells, you should experience
little to no such lag, though the “EAC_A”" worksheet may be a bit slower.
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Locked Cells

The worksheet contains certain cells that will be locked; you will not be able to select or
enter data in these cells. You will also not be able to paste data into these cells. All cells
that don’t require a response from you will be locked. The “Totals” columns are also
locked, as they contain formulas to automatically calculate the answers to the questions
based on your other answers.

The image below gives an example of which cells are locked in the template. The
grayed-out cells are locked, while the lighter cells are not. Note that you will need to
scroll left/right and up/down to see the entire list of available jurisdictions and survey
questions:

20



2014 EAVS Data Entry Template Instructions
“Undo” and “Re-do” Features are not Available

Important! Please note that, unlike most Excel files you may have worked with, the
“Undo” and “Re-do” features do not work in the Data Entry Template. As a result, if you
make a mistake, such as accidentally overwriting data in a cell/column/row, you will not
be able to automatically undo this mistake by clicking on the “undo” button. You will
only be able to undo and re-do changes manually. The programming that is behind the
built-in formulas and error-checking in Worksheet View makes the “undo” and “re-do”
features unavailable.

Because of this, we highly recommend saving your file before overwriting any existing
data, so that, should you make a mistake, you may close the file without saving it and
return to the place at which you had last saved, prior to the mistake. Alternatively, you
can save different versions of the template file, putting in a date or time or version
number as part of the filename, so that you can go back to any previous version should
you discover that you've entered a lot of data by mistake. For example, you could save
the file as "EAVS-V01-2014-11-02.xlIs", EAVS-V02-2014-11-03.xls", and so on.

“Undo” and “Re-do” will not work

Fd= il 201

Hame Insert Page Layout Farn

Calibri =11 - A A
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2014 EAVS Data Entry Template Instructions
“Totals” Columns: Built-in Formulas to Automatically Calculate Sums

In both Worksheet and Form View, built-in formulas automatically calculate the sum of
a range of cells, where needed. For example, B1Total represents the sum of items B1b,
Blc, B1d, and Ble. In the Worksheet View, the gray “Total” columns have a subheading
of “Formula,” and once data has been entered into the worksheet, they will appear with
a dark gray background color.

T LIEREANA A
Transmitted  Ballots Transm
ikl Oitheier Covuir W rthes C

#r Numbigp iher e ify Erber Murmbser oo NJA

IJI

column —

This is a sample “Tota
in Worksheet view (for B1Total).

: I I e S———— S —————
In Form View, these it
)

same formulas are built
into the “Total” cells.

ELECTION ASSISTANCE COMMISSION

Th ese ce I |S can be Introduction  Total | Transmitted | Returned | Count | Counted Categories | Reject=d | Rejected Categories |
B1. Enter the total number of absentee ballots transmitted to UOCAVA voters for the November 2012 general election.
identified by their 1a. Total e ——— R
HNext, divide the total number of absentee ballots transmitted to UOCAVA voters (as entered in B1a) into the following
g ree n ba c kg ro u n d * categories. The amounts should sum to the total provided in Bla.
Data Not
Available
B1b. Uniformed services voters — domestic or foreign 125 r
Blc. Non-military/civilian overseas voters 100 r
Bld. Other, comments: | [ 2
Ble. Other, comments: | | 5

TOTAL: 250

This is a sample “Total” cell in//
Form View (for B1Total).

Previous Continue |
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2014 EAVS Data Entry Template Instructions
Copy/Paste in Worksheet View

You will be able to copy and paste data into the worksheet, just as you would with any
other Excel file. However, there will be two differences:

1. Content that you paste into the worksheet will lose any of its prior formatting,
such as cell color, cell background, or bolded/underlined/italicized font.

As a result, you will be able to copy data from a variety of outside sources (e.g.,
other Excel files, MS Word files) and paste it into the Data Entry Template
without the formatting from those outside sources interfering with the structure
of the Data Entry Template.

2. You will be unable to copy and paste entire rows of data into the Data Entry
Template. Specifically, you will be unable to paste data into the grayed-out
“Totals” columns in the worksheet, as the cells in these columns are locked to
protect their built-in formulas. If you attempt to paste data into one of these
locked cells, you will see the following error message:

[ — ==X

Microsoft Excel

The cell or chart that you are trying to change is protected and therefore read-only.

- l_: To modify a protected cell or chart, first remove protection using the Unprotect Sheet command {(Review tab, Changes group). You may be prompted
for a password,

You may click “OK” or “X” to get past this message. You will only be able to
successfully paste in the data by selecting fewer columns to copy/paste. For
example, you can paste data into the cells covering questions between Ala and
A5l at once, but not between the cells covering Ala through ASComments all at
once, as the A5Total column is grayed-out and locked.

Registration Forms Registration Forms Registration
I bl e el Received Since 2012: Comments
Other Counts Total Check

Enter Number or NfA Formula optional

AS5Total As5Comments

N

If you need to copy/paste large amounts into the worksheet at once, we
recommend copying/pasting data from more than one jurisdiction (i.e., row) at

The cells in this column are locked
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once. There is no limit to how many rows of data you can paste into the
worksheet at once.

Error Checking in Worksheet View

The 2014 Data Entry Template, like in 2012, includes a Worksheet View Error Check
mechanism. After a potential error has been entered, the relevant cell(s) will appear
highlighted in orange, and a message describing the issue in question will appear if you
hover your mouse over the highlighted cell. Once the error has been corrected, this flag
will disappear. These error messages in Worksheet View will be identical to the error
messages you will see in Form View.

4 Dca D atio

[ 5

]
7

FIPS C4

Cells with possible errors are

11 29007000

ASh ASc

Total registrations received since 2010 (ASa)

2| |should not exceed more than 50% of Total
registrations (Ala)

12 29009000
13 29011004
14 29012000
15 29015000
16 29017004
17 29019004
18  2902100(

19 |2902300000  BUTLER COUNTY | -
M 4 » W[ InfoSupp | EAC_ A “EACB ~EACC /EACD  EACE /EACF . ¥d

Cell 012 commented by ICFI |

highlighted orange and an =
error description will appear
when you hover your mouse
over the cell.

|[FE@ @ 100% (=) y: e

“Update Error Check” Button

As you enter data, the workbook’s built-in formulas will usually update automatically to
display possible errors. However, these formulas will not update automatically after
switching between worksheets and after switching back-and-forth between Form View
and Worksheet View. To refresh these formulas in Worksheet View, you will need to
either save, close out, and re-open the file, or simply press the “Update Error Check”
Button.

-

5

Update
Errar Chedk

EAVS 2014

i Inser

n

Please note that the process of updating the formulas may take several minutes, during
which time Excel will be unavailable to use. Because of this, you may only want to press
this button infrequently, such as when you are ready to review the data in a section, for
example.
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Submitting Your Data

Once all the data have been entered, you can run the “State Error Check” to get a
complete report of the problems, if any, in your data. After resolving the errors that are
identified via the State Error Check, you are ready to submit your 2014 Election
Administration and Voting Survey. Note that you are allowed to submit the template to
ICF even if you have not resolved all the errors that the template identified.

You can submit your survey one of two ways:

1. You can save the template and attach it to an email to your Point-of-Contact at
ICF International.
OR

2. Alternatively, you can click on the “Submit” button on the EAVS Home screen.

] Worksheet
zan| Click here when you are View
__| ready to submit the data

for your entire state. o | Sawe
| State Error
. . " ’ Check
E. Provisional Ballots | F. Elet:tltmDwAi:ll\ﬂ>|~
Submit

When you click on the “Submit” button, the application will ask you to save the
template; the word “Final” will be included in the suggested file name. Once you save
the data in the folder that you choose, the ICF project website will open up. Click on
“Login” and enter your login information.

. . - ol
G © hitps. mpvsprosect.com/ s loga it - 820 %] 1egn bl
 fle fdt iew Fpeortes Jook Help
—
+ 2014 EAVS ICF
7 "— ;:::n— %' INTERNATIONAL
1\“""
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After logging in, you can upload the file to this website and it will be sent directly to your
Point of Contact at ICF International.

€ Upload | 2014
File Edit Yiew Favorites Tools Help
v 2014EAVS —
)\ ETCTs I‘ F
“ R —
X «
v INTERNATIONAL
a RN -+
: . Welcome, EAVS_ID
Home Downloads Links Login
Logout
Upload: Browse...  Upload
File Name Date/Time
For assistance, contact: Luz Mercier, Luz.Mercier@icfi.com, 301-572-0549 ¢&
2014 Election Administration & Voting Survey U.S. Election Assistance Commission
.

If you have any questions about the data you are entering or how to use the Data
Entry Template, please call your point of contact at ICF International!
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Appendix

This appendix is intended to provide users with the background technical knowledge
necessary to complete the EAVS Data Entry Template. The guide covers the following
topics:

= How to identify which version of Excel you have
= How to save Excel files
= Components of an Excel workbook

= How to copy and paste data
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Which Version of Microsoft Excel Do I Have?

You may find it helpful to know which version of Excel you are working in, as some

features of the program have changed over the
example, differs slightly between Excel 97-2003

years. The process for saving a file, for
and Excel 2007, 2010 and 2013, so you

will want to know which version of Excel you have before working in the template. This
will also help if you need to talk with your point-of-contact at ICF International about

any issues regarding this template.

To determine, which version of Excel you have, first open either the 2014 EAVS Data

Entry Template or a blank Excel workbook.

If you are using Excel 2007, 2010 or 2013, the Excel menu will look similar to the below

image:
-
F= = Bookl - Microsoft Excel = |68 %
File Home Insert Page Layout Formulas Data Review View Acrobat & e o g 2
=i _ - £l . e P . . P
& Calibri oAy = Ey’;} »- — General _?ﬂ Conditional Formatting g2 Insert x %V [?a
Ea~ $ - % » [ Formatas Table ¥ Delete - j' =
Paste - | PHiw A =E == iE=EE & Lot Sort & Find &
S § BzU-[H-|& A ESEFEE <8 5% [ Cell Styles - Frormat~ | 27 Fitter~ select
Clipboard Font Alignment Mumber Styles Cells Editing
Al - e v
A B = D E F G H 1 J K L M N ;
1
2
3
4
c

To distinguish between Excel 2007 and Excel 2010, click on the (blue in 2007 and 2010)
“?” icon in the upper-right corner (see image below).

& =
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Bookl - Microsoft Excel =
m Home Insert Page Layout Formulas Data Review View Acrobat 2 B
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Saving a File in Excel

Once you begin working in the data entry template, you will need to save your work.
The first time you save you will need to specify a file name and file path by using “Save
As”; however, any time after that you can save the file by simply selecting “Save”.

Saving in Excel 97-2003

If you are using any version of Excel between Excel 97 and Excel 2003, to save the file
(also known as an Excel “workbook”) for the first time, click on “File” and select “Save
As.”
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You will then need to specify a file path (i.e., the location on your computer) to save to.
You also need to create a name for the file. Click “Save” or hit “Enter” on your keyboard
when done.
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Once you have saved the file using the “Save As” option, you will subsequently only
need to use the “save” function to save your work. You can save your work by selecting
the “Save” icon in the Excel menu bar or by pushing the “Ctrl” and “S” buttons on your
keyboard at the same time. If you want to save different versions of the file, then use
the "Save As..." command to save under different filenames.
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Saving in Excel 2007 and 2010

Saving a workbook in Excel 2007 and 2010 involves the same process as saving in Excel
97-2003. However, one extra step is involved — you need to specify the correct file
extension to ensure that certain
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Excel 2010 or 2013: In order to “Save As,” click on “File” from the menu bar in the top-
left corner, and select “Save As” from the options on the left. The “Save as type” drop-
down menu allows you to specify the file extension you will save the workbook as.
Select “Excel 97-2003 Workbook;” this should be the default option. To finish saving,
create a file name for the workbook and select the file path you will save to.
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Just as in Excel 97-2003, in Excel 2007 and 2010, once you have saved the file using the
“Save As” option, you will subsequently only need to use the “Save” function to save
your work. You can save your work by selecting the “Save” icon in the Excel menu bar or
by pushing the “Ctrl” and “S” buttons on your keyboard at the same time.
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Components of an Excel Workbook

Before you begin working in the data entry template, it’s useful to understand the basic
layout of Microsoft Excel and some terms that are common to the program.

Workbook: An Excel workbook is the entire file that you work with; in this case, the data
entry template, including all worksheets.

Worksheet: Worksheets are the specific tabbed sections contained in the workbook. A
blank workbook contains three worksheets by default (e.g., Sheetl, Sheet2, Sheet3).
The 2014 EAVS Data Entry Template actually has eight worksheets, each corresponding
to a different section of the paper survey: InfoSupp, EAC_A, EAC_B, EAC_C, EAC_D,
EAC_E, EAC_F and EAC_F7&8.

Excel’s menus and toolbars — which cover approximately the top quarter of the screen —
differ slightly between Excel 2003, 2007, 2010, and 2013. These features can be used to
format and adjust the appearance of the worksheets, sort data, insert formulas, and
perform other advanced operations. You will not need to know how to use these
features. Aside from knowing how to save the file (covered above) and perform basic
commands such as “copy” and “paste” (which will be covered below), you won’t need to
interact much with the menu features.

However, you will be required to enter data (i.e., numbers, and in some cases, text) into
the worksheets.

The next page explains the main components in Excel that you will need to know to
perform this task.
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Active Cell: This is the "current cell" or the cell that is in focus. A black outline surrounds
this cell. Whenever you type something on the keyboard, it will be entered into the
active cell. You can change which cell is active by clicking with the mouse or using the
arrow keys on the keyboard.

Formula Bar: You can also enter data into the active cell by typing in the formula bar.

Columns and Rows: Columns run vertically and are designated by letters; rows run
horizontally and are designated by numbers. The intersection of column letters and row
numbers creates a cell reference (e.g., Al).

Name Box: The name box displays the cell reference (e.g., Al) of the active cell.
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Sheet tabs: The sheet tabs are located in the bottom left corner, and allow the user to
navigate between different worksheets. If the workbook contains a large number of
worksheets, not all sheet tabs will be displayed at once. You can see the whole range of
sheet tabs by clicking on the tab scrolling arrows to the left of the sheet tabs.

Scroll bars: The worksheets in the 2014 EAVS Data Entry Template are very large. You
will not be able to view the entire worksheet without scrolling horizontally and often
vertically, depending on the number of jurisdictions in your State. You can scroll up and
down by clicking and dragging the vertical scroll bar on the far right corner of your
screen. Likewise, click and drag the horizontal scroll bar — located in the bottom-right
corner —to scroll left and right. You can also make different cells active by using the
arrow keys. The worksheet will scroll appropriately to always keep the current active
cell in view.
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How to Copy and Paste Data

You may find it helpful to copy the contents from one cell to another in Excel. You might
even wish to copy cell contents from another Excel workbook into the data entry
template.

Copy: To do this, you first need to select the cell or the specific contents of a cell(s) that
you wish to copy. Then, to copy, hold down the “Ctrl” and “C” keys on your keyboard at
the same time. You can also right click on the selected area and then click “Copy” to do
this.

Paste: After copying the cell(s), select the area in the Data Entry Template where you’d
like to have the contents pasted. Then paste the contents into this area by holding down
the “Ctrl” and “V” keys on your keyboard at the same time. Note that you will only be
able to copy multiple cells’ worth of data into Worksheet view and not Form view.

Note that if you copied the contents of more than one cell, when pasted, these contents
will occupy more than one cell as well. For example, if you copy a 3x2 matrix of cells,
they will occupy a 3x2 matrix of cells when you paste them in another location.

Copy and paste contents from another Excel workbook: You may find it necessary to
paste data from an outside source — such as another Excel workbook or even an MS
Word document — into the Data Entry Template.

You will need to have both files open at the same time to accomplish this. To do this,
first have the Data Entry Template open. Then open the other Excel file by either: 1)
opening the other file from the folder (e.g., Desktop) to which it’s saved or 2) open a
blank Excel workbook by holding “Ctrl” and “N” at the same time, then clicking “File” (or
the Start ribbon, if you’re using Excel 2007), then clicking “Open,” and opening the file
by navigating to the correct folder in the box that pops up.

Once both files are open at once, you can copy/paste data just as you would otherwise.
Select the cell(s) you wish to copy, and hold down “Ctrl” and “C” to copy. Minimize the
window by clicking on the “minimize” button in the top-right corner of the screen. This
will allow the other Excel file to be displayed. Then select the area in the Data Entry
Template where you would like these contents pasted, and hold down “Ctrl” and “V” to
paste.
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