EMIS Instructions:

Move all of your voters to EMIS by not checking off status you will move them all.

1.
How to find missing DOB

# 2  Reports


# 12 Missing DOB’s

2.
How to get a list of Off’s to hand delete


# 2
Reports


# 8     Date (I)n-active


Sort by O


And put in the dates from 01/01/1995   to  12/31/2005


This will give you all of the off’s that need to be deleted


You must keep 01/01/2006   to 12/31/2006 on the computer for 1 year   

            All of the other Off’s can be hand deleted

3.
How to gat a list of In-Active’s than can be moved to OFF


# 2 
Reports


# 8
Date (I)n-active


Sort by I


Put in dates of 01/01/1995  to 12/31/02


This list will give you all of the in-actives than can be moved to Off for 1 year


You must keep in the in-active stage all in-actives from 01/01/2003  to 12/31/2006


All others In-Actives can be hand moved to Off with reason of 4 yrs inactive

4
Run your Duplication list on your own voters


#2 
Reports


#1
Duplicate voters



Run both reports and correct your errors

