Instructions

This spreadsheet can be used to prepare the alphabetical index of Presidential and Overseas ballot applications required by CGS § 9-158h.  It can also be used to help us catch people who vote by Presidential ballot in more than one town or vote by Presidential ballot in one Connecticut town and machine or absentee ballot in another.

Enter the information on the Sheet Labeled “Data Entry”, in cell A3.  It should be the first work sheet.  The spreadsheet is designed so the labels at the top of each column remain in view as you scroll down the page.  Enter all data for the same applicant on one row.

The first column, labeled “Town Receiving Application” will always be your town.  The “Suffix” is for things like “Jr.”, “Sr.” or “III”.  The date of birth is critical to enable us to identify people who vote in more than one town.  Enter it in the format 2 digit number for month /2 digit number for day /4 digit number for year.  Thus “June 9, 1950” should be typed “06/09/1950”.  The computer may actually display it as “6/9/1950”, but don’t worry as long as you typed it in correctly.

The columns under the heading “Voting Residence”  (“Street Address”, “Town” and “State”) should be, for current residents, the address IN YOUR TOWN where now lives; or if the applicant is a former resident, the address IN YOUR TOWN where used to live.

 The “serial #” column is to record the serial number of return envelope issued to the voter.

In the column labeled “P or O” put “P” for Presidential Ballot or “O” for Overseas Ballot.

Be sure to Save often when entering data.

When you have entered all of your information, make an electronic copy of the file, and either e-mail it to lead@po.state.ct.us or copy it to a disc or a CD and mail it to Michael Kozik, Office of the Secretary of the State, 30 Trinity Street, P.O. Box 150470, Hartford, CT 06115-0470.

To make an alphabetical list from your data :

Click in cell A2 of the Data Entry worksheet

While holding down the Shift key,

Scroll down to the last row that contains data

While still holding down the shift key

Click on the cell where the last row that has data intersects with Column K (this should highlight all of your data plus the row with the column labels)

Click on the copy icon or click on Edit then Copy 

At the bottom of the spreadsheet, Click on the tab labeled “Alpha List” (This will bring you to the second worksheet, which should be blank)

Click on the Paste icon or on Edit, then Paste (all of your data plus the column labels should appear)

To sort by Last Name then First Name:

Click in cell A1 on the worksheet labeled “Alpha List”

While holding down the Shift key,

Scroll down to the last row that contains data

While still holding down the shift key

Click on the cell where the last row that has data intersects with Column K (this should highlight all of your data plus the row with the column labels)

Click on Data in the menu bar near the top of the screen

Then Click on Sort

A Sort dialog box will appear.

Near the bottom of the dialog box, under the words, “My list has”, Click on “Header Row”

At the top of that dialog box, in the drop down list below the words “Sort by”, click on “Last Name”

To the right of that list Click on “ascending”

Below that, under the words “Then by”, Click on “ascending”
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