
4. In the search results grid, verify the address 
ranges you want to update. Note that you can 
sort by any column by clicking on the column 
headings. 

5. In the search results grid, check boxes to    
select the address ranges you wish to update. 

If you wish to update all of the records shown 
(including those on other pages of the results), 
click Select All. 

6. Click Group Update. 

7. In the Group Update Address Range Records 
screen, check the box to select the field(s) you 
wish to change for all address range records.  

Enter the new address range values in the  
correct area under Change to Address Range.   

8. Click Continue. 
9. In the Group Update Address Range Records 

Final Review screen, make sure the changes 
are correct.   
a. The value the fields will be changed to will 

be listed at the top of the screen.  

b. The column(s) to be changed will be    
highlighted in the grid on the page.   

10. Review the information. 

a. If an address range record should not be 
changed, you may click in the blue area 
next to the record to select it, and click  
Remove. 

b. If all the information is entered properly, 
click Submit. 

c. To modify the fields or values to be 
changed, click Back. 

d. To exit this page and abandon  any 
changes, click Cancel. 

 

11. After submitting the changes, the Search  
Pending Address Range Changes screen will 
appear, with all of the address ranges just   
submitted checked.   

When multiple boxes are checked, you may 
only Cancel Changes or Apply Changes. 

a. Cancel Changes will clear out all of the 
changes for selected records. 

b. Apply Changes will apply the changes for 
selected records. 

c. Note that by default, PVCs will be sent to 
voters (this option can be unchecked). 

d. Also note that if you leave this page     
without cancelling or applying the changes, 
the records will need to be selected again 
individually in the Pending Address Range 
Changes screen when you decide to    
cancel or apply the changes. 

If only one box is checked, you may also View 
Details, View Voters, or View AB Voters. 

 

CHANGING ADDRESS RANGES 
USING GROUP UPDATE 

There are situations when many address 
ranges in an area need to have the same     
information changed.  For example, a school   
district or subdistrict may change.  Group   
Update is a tool which will allow the same 
change to be made to  multiple address ranges 
at one time. 

 
Note: before starting any Group Updates, check 
for any overlapping ranges within the target      
address ranges by using the Overlapping Address 
Ranges report in the Maintenance Reports menu, 
and then resolve any overlaps.  Overlapping 
ranges will cause problems when you try to Apply 
the address range changes. 

 
1. Under the Address Ranges menu, click      

Address Range Records.  
 
 
 
 
 

2. Enter any search criteria to find the address 
ranges you wish to update. 

a. For example, select an MCD and Precinct 
from the appropriate dropdown menus to 
limit your search to address ranges in a 
particular precinct. 

b. In split precincts, it may be helpful to    
select a District Type of School District, 
and select the appropriate school district 
from the District dropdown. 

c. The asterix may be used as a wild card 
character in searches. 

d. Not entering any search criteria will bring 
up all address ranges in your county. 

3. Click Search. 
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12. The Address Range Issues screen will alert 
you of any issues with the address range 
changes. 

a. The most common problem is overlapping 
address ranges - if an overlapping       
address range is identified, look at the 
specific range to find and correct the  
overlap. 

b. Another common problem is address 
ranges in an upcoming election.  If it is  
before rosters have been printed, these 
may usually be selected and submitted  
despite the warning. 

 


