MU Extension Council Application

Defining Districts

To access the MU Extension Council Application open Internet Explorer, and go to:
https://extensionapps.missouri.edu/extcouncil/

On the login page make sure that your domain is selected.

Enter your username in the|username field

Enter your password in the |password field

Click |Log In

[!-‘ Please enter your login
details.

Domain:
UM-USERS -

ih* Username:

l- | Password:

After you have logged in you will be at the home page; on the home page you wiII|seIect the countylfor
which you need to enter and update council data. In the county list you will see the names of the
counties to which you have been assigned.
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Welcome to the County Council application. After selecting the county you wish to work in, use the menu above to navigate the application.

County: Please Select @

**|f you need access to an additional county, please contact the CPD for that county. The CPD will
then submit the request to Paula Hudson and you will be given access. **



To define the county districts, after you have selected the county; on the blue navigation toolbar click on
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Welcome to the County Council application. After selecting the
to navigate the application.

County: Greene v

On the Elections page click on |Define Districts | Here you can define county districts, make current

districts inactive and set inactive districts to active. Every county must have at least one district.

UNIVERSITY OF MISSOURI

EEmiO—rl MU Extension Council Application

Home Membership Maintenance Elections Permissions Log out

Create New Ballot - In this module the user will be able to create a county
[ Create New Ballot ] elections ballot for a specific election year. There can only be one ballot per
county per election year.

Copy Ballot - In this module the user will be able to copy a county election

[ Copy Ballot ] ballot from a previous election year, to create a county election ballot for a
new election year. The candidates's will be copied forward.
[ Edit Ballot ] Edit Ballot - In this module the user will be able to edit a county election ballot,

as long as the date is not equal to or greater than the election open date.
Define Districts = In this module the user will be able to define county disticts,
[ I Define Districts I the user will also be able to make current disticts inactive, and set inactive
districts to active.

Edit Candidate Information - In this module the user will be able to edit a
candidate’s personal information.

[ Enter Paper Ballot Results ] Enter Paper Ballots - In this module the user will be able to enter the votes
that were turned in on paper ballots.

Print Paper Ballots - In this module the user will be able to print paper ballots

[ Print Paper Ballots ] for the county, they will be able t print an entire ballot or a ballot for a specific
district.

Print Election Results - In this module the user will be able to print election
results for a specific county elections, at the county, district or candidate level.
Finalize Election - In this module you will select the elected candidates for each
district in your county, then finalize the election. This will finalize the election

[ Finalize Election results, you will not be able to change the election results once you have
completed this process. If you have not completed entering your paper ballots
do not begin this process!

[ Edit Candidate Information

[ Print Election Results ]




Before you can add a district to a county election ballot, or add a candidate to a county ballot the county
must have at least one district. To add a district to a county cIicI1Add New District. |

Home Membership Maintenance Elections

Define Districts

[Add New District | | Create Ballot | Edit Ballot

You will be required to enter the following information for the district:

District Name: Most counties use District followed by a roman numeral, every county must have at least
one district. (Example: District I, District I1)

District Description: This is a brief description of the district; (Example: East of 291, if you only have one
district you will enter a statement that says the district is the entire county or the county name).

District Boundaries: This is the geographical boundaries of the district.
Example: West border is Highway 291, East border is Jackson County line, if you only have
one district you will enter a statement to the effect that the county lines are the boundaries.

Define Districts
Greene
Add New District | Create Batot Edit Ballot
Daserict ID &
District Name  Distriet one
— - % This is & bref
Hreens County description of the
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Description Example: East of 291
3500 chars If you anly have one
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3487 remaining statement that says
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**This is the
geaqraphical
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After you have entered the district information clic{Save.]



You can then add another district or click on|Create Ballotjto create

Edit Ballot to edit an existing ballot.

a new ballot or

Home

Define Districts
Greene

District Name
Edit | District One

Inactive

Membership Maintenance

Inactive Date

Elections

| [AddNew District] |

[ [Create Ballot | ]

| [ Edit Ballot | |

To a district click the edit link next to the district, make the changes then click save.

To change the status of a district click the link next to the district, scroll to the bottom
of the district information area then select or deselect Inactive, click onto save your

changes.
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[Ed] | pistrict one

[ Add New District ] [ Create Ballot ] [EdnBcht

District ID 8
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If you only have one
district you will enter a
~ statement to the effect
that the county lines
are the boundaries.

**You cannot delete a district once it has been created, you can edit the district information or make it
inactive. If in the future the county council changes the districts you will return to this module and
update the district status, making those districts that have been eliminated inactive.



