To Export correspondences from ESM to MS Word Format

From the Main Menu, select the Reports tab in ESM
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Select the Report Menu option button on the Reports tab.

When the Reports Menu window opens, select the “Poll Workers” report type from the dropdown at the top of the screen.  Once selected, in the left most window select the “TN – Letter to Officers” correspondence.
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Specify pertinent options on the Poll Options tab shown on the front screen.  Additional options can be specified on the Options tab.  In this example we will generate a single correspondence for a specific Poll Worker as shown below.
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When all options have been specified, select to “Preview” the correspondence.

After your preview has opened, you can then select the blue “W” at the top of the menu bar.  (This may appear greyed out or as a green “X” depending on what was last used.  Just select the dropdown arrow next to the icon to select the blue “W” option).  
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= TN- Letter to Officers

Shelby County Election Commission James H. Johnson, Administrator of Elections
Chairman: Gregory M. Duckett , Chief Deputy Administrator

Secretary: Richard L. Holden 157 Poplar Ave, Suite 109

Members: Nancye E. Hines, O.C. Pleasant, Memphis, TN 33103

Jr, Maura Sullivan (901) 5454136 (901) 545-4125
wwwrw Shelby Vote.com

Monday, June 25, 2007 TNOL 10738271
IV A

SHARON E BROWN
1362 MCMILLAN ST
MEMPHIS, T 38106-4514

Dear SHARON E BROWN,




Select to publish it with MS Word by selecting the blue “W” on the menu bar.  
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Shelby County Election Commission  James H. Johnson, Administrator of Elections
Chairman: Gregory M. Duckett , Chief Deputy Administrator
Secretary: Richard L. Holden 157 Poglar Ave., Suite 109
Members: Nancye E. Hines, O.C. Pleasant, Memphis, TN 33103
Jr, Maura Sullivan (901) 545-4136  (901) 545-4125
wrw ShelbyVote. com

Monday, June 25, 2007 TNOL 10738459

SHARON E BROWN
1362 MCMILLAN ST
MEMPHIS, TN 381064514

Page: 4]«
Dear SHARON E BROWN,

Thank you for agreeing to serve as the Officer of Elections in your voting precinct for the Fed&state
vy
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Once published, you will be able to modify the text contained within the new MS Word document.  Save your modifications and close out of the preview.  
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You will receive a confirmation message asking if you would like to indicate the correspondence sent.  If you intend on sending the modified MS Word document to an end recipient, select to mark the correspondence sent.  If marked, when the correspondence is returned you will be able to use ESM to handle the return correspondence.

