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– Cover/Opening
Welcome to the 2020 Census LUCA Training that discusses submitting updated materials. This is the final presentation in the 2020 LUCA Training series. This presentation focuses on the digital address list, while covering the submission of both the paper and digital map materials. 
– Agenda
This presentation covers preparing updated materials, both address and map, for submission to the U.S. Census Bureau. It touches briefly on the next steps after the successful submission of your updates. Lastly, it reinforces the ways to receive support and assistance during the LUCA operation and mentions ways to stay connected to the Census Bureau through several social media sources as well as Census Bureau subscriptions.
For more detailed information and instruction, refer to the Respondent Guide that accompanies the materials.
– Preparing updated materials for submission
The next few slides discuss preparing address materials, map materials, and the accompanying paperwork necessary for a successful submission.
– Address materials
For digital address list participants, the next three slides discuss sorting, saving, and keeping the materials secure as well as assembling and organizing those materials in preparation for submission.
– Address materials – sorting and saving
Ensure you have completed your review and all of the updates you wish to submit. Re-sort the Address List by the ACTION field. This promotes all of the address records with a value in the ACTION field to the top. These are your updated address records. The Census Bureau only wants the updated records returned for processing. Select and save the address records with an entry in the ACTION field. Name the file “luca20_<EntityID>_changes_addresses.xxx”, where EntityID is the entity identification code from the LUCA materials and the xxx represents the file extension. It could be .csv, .txt, .xls, or .xlsx. Save this newly created file to a location for easy retrieval for submitting.
– Address materials – keeping secure
Make a copy of the new file for your records and for use during the feedback phase, scheduled for summer of 2019. Title 13 protects this copy and the original Address List provided by the Census Bureau. Participants are required to keep these materials secure throughout the duration of the 2020 LUCA operation by following the instructions in the Confidentiality and Security Guidelines. The LUCA invitation letter included a copy of these guidelines. In addition, these guidelines are in the Respondent Guide that accompanied the materials.
– Address materials – assembling and organizing
Navigate to the directory where the address list changes file, “luca20_<EntityID>_changes_addresses.xxx”, is located.
Zip the file and name it luca20_<EntityID>_changes_addresses_return.zip. It is necessary to password protect the file because it contains Title 13 information. Use the password that accompanied your original materials as the password for the file. If you have misplaced this information, please contact the Census Bureau’s Geographic Programs Support Desk at 1-844-344-0169. Note, there are many different zip software products and all are adequate for this zipping task. Follow the software instructions for proper zipping of the contents.
Copy the zip file to a CD/DVD if you intend to ship your LUCA materials. If you intend to use the Census Bureau’s secure, online web application for posting your files, ready the zip file for that task. Discussion of this online web process is forthcoming. If no map updates accompany the submission, skip to slide 15, otherwise the next seven slides discuss preparing updated map materials for submission.
– Map materials
This next portion of the presentation discusses preparing the map materials for submission. Specifically related to the paper map participants, upcoming slides discuss sorting and keeping the materials secure as well as assembling, and organizing materials in preparation for submission. For digital map participants, upcoming slides in this section discuss exporting and saving the updated edges as their own shapefile, provide examples of these steps, and discuss assembling and organizing materials in preparation for submission.
– Map materials – paper: Sorting and keeping secure
As with the Address List, ensure you have completed your review and all of the map updates you wish to submit. 
Separate the updated hardcopy maps from the ones without updates. Though we do not expect many updates to the Large Format maps, if the Digital/Paper participants make updates that accompany the address material updates, separate the updated Large Format maps from the ones without updates. For the Digital/PaperPDF participants, separate the updated PDF small format block maps from the ones without updates. 
Make a copy of these updated maps for your records and for use during the LUCA feedback phase, tentatively scheduled for the summer of 2019.
Protect the hardcopy PDF small format block maps, as they are Title 13 material. Consider treating the edited large format maps with participant added map spots with the same care and protection as the printed PDF small format block maps. Follow the confidentiality and security guidelines for both paper and digital security in order to protect the PDF small format block maps on DVD and the hardcopy large format and PDF small format block maps. Keep the originals and all copies in a secure location. 
– Map materials – paper: Assembling and organizing
Bundle and return only updated maps to Census Bureau. For the participants that only have the Large Format maps, organize your updated maps numerically, by Parent sheet and then Inset sheet. For an example:  A large format map set contained eight total map sheets, one Index, five Parent sheets and two Inset sheets. The participant made updates to Parent sheet 2 and 4 and Inset A1. Participants should organize their originals by Parent sheets 2 and 4 followed by Inset sheet A1. 
For participants with both Large Format maps and PDF small format block maps, the Census Bureau does not expect to receive Large Format map updates. Organize updated PDF small format block maps numerically, by tract and block. This means all block map sheets within each tract should be in numeric order, then all tracts should be in numeric order.

Ready the materials for submission with the digital address materials.
– Map materials – digital: Exporting updates
This screenshot example depicts this action using Esri’s ArcMap software. Ensure you have completed your review and all of the updates you wish to submit. Select the edges with an entry in the CHNG_TYPE field. Export the selected edges into a new shapefile by right clicking on the edges layer in the table of contents and select Data, then Export Data as shown in the image to the right.
– Map materials – digital: Saving updates
Continuing with the Esri software example, ensure the Selected Features remains in the Export section of the Export Data window. Name the new shapefile “luca20_<EntityID>_ln_changes.shp”, where the EntityID is the entity identification code from the LUCA materials and “ln” is a lowercase “el”, not a capital “eye”. Save this newly created shapefile to a location for easy retrieval for submission and the next steps in the 2020 LUCA operation. Because the shapefiles do not contain Title 13 information, they do not fall under the same Title 13 restrictions as the address materials. Please do protect the file from harm, so that is readily accessible during the feedback phase.
– Map materials – digital: Example – updated edges shapefile
The newly exported shapefile only includes the updated edges as shown in this example. This shapefile is your 2020 LUCA digital map submission that accompanies the digital address list submission.
The yellow features represent road features to add, flagged with “AL”. The orange features represented road features with changed attribution, flagged with “CA”. The red features represent road features flagged for deletion, shown in the attribute table as “DL”.
– Map materials – digital: Assembling and organizing
Navigate to the directory where you saved your shapefile changes. Zip the luca20_<EntityID>_ln_changes.shp and all associated metadata and component files (.cpg, .dbf, .prj, .sbx, .shx, .shp, etc.). Please note to ensure accurate processing upon receipt, participants using Esri software should utilize ArcCatalog to ensure the necessary file components are bundled in the zip file appropriately. Participants using other GIS software must ensure all of the components are included in the zip file. 
Name the file luca20_<EntityID>_ln_changes_return.zip. There is no need to password protect this file because it does not contain any Title 13 information. Copy the zipped file to the same CD/DVD with your address zip file, if plans include shipping your submission. If you intend to use the Census Bureau’s secure, online web application for posting your files, stage the zip file for that task. Discussion of this online web process is forthcoming. 
– Accompanying paperwork
Please include the Inventory Form (D-2011) with your submission. A paper form, similar to this image, is included with the original materials. A digital inventory form is included on DVD and available online.

Participants may choose to include the completed paper form with the CD/DVD shipping package, or they may zip the completed digital form into its own zip file, “LUCA20_<EntityID>_inventory_return.zip”. Include this zip file on the same CD/DVD with the other LUCA submission materials or return it using the Secure Web Incoming Module (SWIM) process.

Remember to keep a copy of all accompanying paperwork for your records.
– Submitting updated materials
This slide serves as a transition from discussing preparation of your materials for shipment into the actual instructions for updated materials submission. This section of the presentation covers shipping instructions and instructions for using SWIM. Numerous screenshots of the SWIM process are included.
– Shipping instructions: Submissions with updated paper map materials
Digital address participants that do not perform any map updates can follow the shipping instructions, beginning on the fourth bullet, on this slide, and disregard reference to the updated map materials.
For digital address participants that selected paper maps (Digital/Paper or Digital/PaperPDF) that choose to ship their LUCA submission, specific Title 13 protections are required for participants who have paper map updates. Participants must ensure they follow procedures for shipping Title 13 materials as outlined in the Confidentiality and Security Guidelines provided with the registration materials and the Respondent Guide.
Double wrap the updated Title 13 paper map materials by using an inner and an outer envelope (or container), one within the other. The envelopes/containers should be durable enough to prevent someone from viewing or tampering with the enclosed material. 
Label both sides of the inner envelope (or container) with the notice: “DISCLOSURE PROHIBITED BY Title 13, U.S.C.”. Place the inner envelope (or container) into the outer envelope. 
Include the CD/DVD of the zipped updated address list in the shipping envelope/container. Include the D-2011 Inventory Form for the Return/Submission of LUCA Updated Materials as a hardcopy or as its own zip file on the same CD/DVD as the address list. 
Use the mailing label that accompanied the original materials to return the LUCA submission to the National Processing Center. Consult the 2020 LUCA Respondent Guide for additional information and if any questions arise, please do not hesitate to contact the Census Bureau.
– Shipping instructions: Submissions with updated digital map materials
For digital address list participants with digital map materials (Digital/Digital) choosing to ship their LUCA submission, include the CD/DVD of the zipped updated address list and zipped updated edges shapefile in the shipping envelope/container. Use the pre-printed CD/DVD mailer included with the original materials to protect the return CD/DVD. Include the D-2011 Inventory Form for the Return/Submission of LUCA Updated Materials as a hardcopy or as its own zip file on the same CD/DVD. 
Use the mailing label that accompanied the original materials to return the LUCA submission to the National Processing Center. Consult the 2020 LUCA Respondent Guide for additional information and if any questions arise, please do not hesitate to contact the Geographic Programs Support Desk, toll free, at 1-844-344-0169.
– Shipping instructions: Title 13 details – double wrap visual
This slide depicts an example of the envelopes used for double wrapping the updated Title 13 LUCA materials. As mentioned while discussing the previous slide, a pre-printed “DISCLOSURE PROHIBITED” CD/DVD mailer is included with our original LUCA materials for your use in submitting the updated materials. If you do not use the mailing label shipped with your original materials, ship your LUCA submission using a service that provides tracking information, such as U.S. Postal Service (USPS) trackable delivery, FedEx, United Parcel Service (UPS), or similar service.
– SWIM introduction
The next section discusses the SWIM process, which permits secure web method of submitting updated LUCA materials. The Census Bureau cannot accept materials by email, nor navigate to your FTP site and download your submission.
Participants may submit their zipped updated materials (address list and/or shapefiles) through the SWIM, the official web portal for uploading partnership materials to the Census Bureau. The Census Bureau utilizes SWIM for other Census partnership programs, so you may already have a SWIM account. SWIM accounts are associated with individuals, not with entities.
If no one listed on your jurisdiction’s Confidentiality Agreement Form has a SWIM account, use the 12-digit registration token provided to you by the Census Bureau in the “password letter” (D-2080) to establish an account. SWIM only accepts .zip files and cannot accept zip files over 250 megabytes. Our experience has been if the submission includes only changed records, this size limitation is not a problem. If your jurisdiction’s zip file is larger than 250 megabytes, contact the Census Bureau for additional guidance. 
– SWIM account login and welcome screens
If you are a participant in another Census Bureau partnership program and already have a SWIM Account, access SWIM at <https://respond.census.gov/swim/> and enter your email address and SWIM password. Click the Login button. The Welcome screen opens. To begin an upload, click the Start New Upload button. Advance two slides, to slide 24, the SWIM Start New Upload slide.
– SWIM account registration screens
If you do not yet have a SWIM Account, have the 12-digit registration token provided to you by the Census Bureau ready for your account registration. You can register for a SWIM account by choosing the Register Account button on the main SWIM page. The Account Registration screen opens. 
All fields on the Account Registration screen are required. Participants will not be able to move to the next screen until completing all fields. On the Account Registration screen, first, enter the 12-digit token provided by the Census Bureau. Then enter your name, agency, and email in the appropriate fields. Next, create a password. Set up a security question. Click the arrow on the right of the Security Question box, select a question in the drop-down list, and enter an answer in the Answer box.
When you have finished, click the Submit button. A screen (not shown on the slide) opens to confirm that you have successfully registered. On the Confirmation screen, click Login in the phrase Go to Login.
– SWIM login and welcome screens after account registration
Successful SWIM account registration returns users to the initial Login screen. From it, enter your email and password, and then click the green Login button. The Welcome screen opens. To begin an upload, click the Start New Upload button. 
– SWIM start new upload screen
The “What Census program are you reporting data for?” screen opens. On this screen, click Local Update of Census Addresses (LUCA) radio button, then click the Next button at the bottom of the screen. 
– SWIM type of LUCA entity screen
The “What type of LUCA entity are you reporting for?” screen opens. Click the radio button next to the governmental entity for which you are reporting data, and then click the Next button. Use the EntityID information for your jurisdiction to help choose the proper selection (ST for state, CO for county, PL for place and consolidated city, MC for minor civil division and TR for tribal area). When submitting for more than one entity, for instance a regional planning agency contact person may be the LUCA liaison for several of their member cities, make multiple SWIM submissions. Do not upload all of the entities in one SWIM process. The Census Bureau needs a SWIM transaction for each of the entities represented by the regional planning agency to reconcile the processing systems.
This example shows selection of the Place radio button. After selecting the Next button, another window opens allowing you to choose your entity name from a group of pull-down menus. These menus differ based upon the entity type chosen. In this case, participants selecting Place must choose the State and then the Place information from that subsequent window (not shown in this example).
– SWIM select a .ZIP file to upload screen
After choosing the Next button, the “Select a .ZIP file to upload” screen opens. To upload a file, click the + Add File button on the screen and then the Next button. 
– SWIM choose a .ZIP file to upload screen
The File Upload window opens and allows you to navigate on your computer to the .ZIP file’s location. 
In this example, choose the luca20_<EntityID>_changes_addresses_return.zip, the luca20_<EntityID>_inventory_return.zip, and the luca20_<EntityID>_ln_changes_return zip to upload. Depending on your map materials, and whether or not you choose to submit the D-2011 through SWIM, the selection of .zip files to upload will vary for participants.
– SWIM .ZIP file upload status screen
If participants do not select all of the files intended for upload, please choose +Add File until all files you intent to SWIM into the Census Bureau appear ready for upload. It is very important to select and upload all of the files as part of one SWIM action. Once all files are added and ready for upload, the Status section reflects Success. Participants may choose to include a description in the Comments field, otherwise, choose the Next button to upload the files.
– SWIM thank you confirmation screen
Upon successful upload completion, SWIM returns a Thank You message. Participants can choose the Log Out link to log out of the SWIM session. This completes the SWIM portion of the presentation. Are there any questions before we move into the final section of the presentation?
– Next steps – Census Bureau
Now that we have discussed preparing and submitting your LUCA materials, we should discuss the next steps in the LUCA operation process.
Once the Census Bureau receives your submission, they will process it for validation. After validation concludes in the summer of 2019, the Census Bureau prepares the LUCA feedback materials for shipment soon after.
The Census Bureau begins outreach to close out the LUCA operation and confirm the destruction (preferred method) or return of all Title 13 materials for participants that did not provide a 2020 LUCA submission or for those that indicate they do not wish to receive feedback. The Census Bureau must receive a signed Destruction or Return of Title 13 Materials Form (D-2012) which confirms destruction or return of the Title 13 materials, as required by law. This form was included with the original LUCA materials but is also included in the Respondent Guide. The Confidentiality and Security Guidelines (D-2004) outlines the process for both the destruction and the return of Title 13 materials.
– Next steps – participant
Filing an appeal is optional and is not a requirement of 2020 LUCA. If participants agree with the Census Bureau’s feedback materials, then their LUCA participation ends. Participation concludes by providing the completed D-2012, Destruction or Return of Title 13 Materials Form, discussed on the previous slide as soon as possible to eliminate your entity from Census Bureau follow-up. If the choice is to return the LUCA materials, rather than destroy them, participants must follow the shipping instructions outlined in the Confidentiality and Security Guidelines to ensure protection of the Title 13 materials.
Notify the LUCA Appeals Office, managed by the Office of Management and Budget (OMB), of disagreement with feedback materials. They will work with participants and the Census Bureau to resolve all disagreements. After a determination to accept or reject disputed addresses by the Appeals Office, the Census Bureau includes address accepted by the Appeals Office into the 2020 Census enumeration universe. Once the appeals process concludes, participants must destroy or return Title 13 materials to the Census Bureau and submit a signed Destruction or Return of Title 13 Materials Form (D-2012) as required by law.
– Next steps – Destruction or Return of Title 13 Materials Form (D-2012)
As mentioned on the previous slide, the D-2012 is part of the closeout process for 2020 LUCA. This form completes necessary paperwork for 2020 LUCA closure and confirms either the destruction or return of all original, and copies, of the LUCA Title 13 materials. The LUCA liaison, all reviewers, and anyone listed on the Confidentiality Agreement Form (D-2005) are required to sign and date this form. The LUCA liaison may sign-out any reviewers that are no longer employed with your jurisdiction. Contact the Census Bureau with any questions regarding the use of this form.
– Support and assistance
As we wrap up the presentation for the submission of LUCA materials, the Census Bureau wants to ensure all participants are aware of the ways to get support and assistance for the 2020 LUCA operation. Please visit the 2020 LUCA Website first for information and instructions. A Frequently Asked Questions document serves as a thorough resource because it contains many of the most common questions and answers. If participants cannot find the answers or information they need, they may call the Geographic Programs Support Desk, toll free, at 1-844-344-0169 or email them at <GEO.2020.LUCA@census.gov>. Also included on this slide is information for our regional office.
– Connect with us
For those of you wanting to learn more or using social media, please feel free to ‘connect with us’ through these URLs and social media sites. Thank you for attending today’s 2020 LUCA operation Training workshop with focus on submitting the digital address list with either paper or digital map materials. This is the final presentation to review for the 2020 LUCA operation.
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