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Instructions for copying Disk File to CD
Copying files to CD is a different process than copying files to a floppy disk – files must be burned to a CD using CD burner software, and it is a multi-step process.  Every HAVA pc is equipped with a CD burner, and the software provides a Wizard for burning CDs.
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The following are step-by-step instructions for copying Disk File data from the CVR (Caucus List, Voter File, Voter Participation History) to CD.

1. Insert a CD-R disk in the pc’s CD drive.  (Note:  make sure you are putting just one CD in the drive; they are thin, and it is possible to hold two CDs without feeling the difference).  


After a few seconds, a CD Drive (D:) message box will appear.  Click Cancel (you are not ready to open writeable CD folder at this point).
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Create the Disk File report as described on pages 12 and 13 of this Chapter.  

On the CVR Main Menu, click on Reports, and then on Report Status.  

Click once on the red numbers of the report you want to copy to CD.
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3. The File Download message box will appear.  Click on Save.
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4. In the Save As message box, select 
CD Drive (D) from the Save In dropdown.   

You can change the File Name so that it reflects the name of the document and the date.  

Click save.   
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5. You may receive a balloon message telling you that files are waiting to be written to the CD.  Click in the balloon; it will bring up the CD Drive (D:) message box (see Step 8) directly.
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6. If you do not receive the balloon message, the Download Complete message box will appear.  Click Open.  
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7. A Zip File message box will appear.  From the Address dropdown list, select CD Drive (D:).
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8. From the CD Writing Tasks menu on the CD Drive (D:) message box, click on line that says Write these files to a CD.



9. The CD Writing Wizard will appear.  

You can change the file name.  

Click on Next.



10. Wait for the CD burning process to complete.  


The CD will pop out of the drive when it is done.  


11. Click Finish on the Wizard.

12. If you want to verify that the files were copied to the CD, reinsert the CD into the CD drive and wait for the CD message box to appear.  

Double click on the zip file to 
open it (may take a few seconds).



13. The file will unzip and show two files:  Reports and Voter.  Double click on the Voter file.

14. The pipe delimited file will appear.  The number of voter records in the file appears on the bottom line of the file.  



15. The CD is provided to the Requestor along with a copy of the Excel Importation Instructions.


Instructions for e-mailing Disk File


To provide the data electronically by e-mail, you must save the Disk File to your pc instead of a CD.  

Follow Steps 1-3 above, and at Step 4, select a location on your pc (your Desktop or a folder you create for this purpose) and save the files to that location.


After the files are saved on your pc, create a new 
e-mail message (not through CVR messaging), and attach the zip file to the message.
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