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Read manual at home before election day.  Bring it to training.  Keep it until July 2021


We are here together?

* We will go over the manual
e We will discuss rules and regulations
e We will talk about preparing for the Election

e We will discuss the voting process
* We will look at roles and responsibilities

Prince William County Office of Elections




House Keeping

 \/ote early either by mail or in person
 Call the office and your Chief if you cannot serve

e Questions? Assignments or training call Lateef or Tommy at
703.792.6470 or email electionofficer@pwcgov.org

Prince William County Office of Elections



mailto:electionofficer@pwcgov.org

Drop Boxes are Here To Stay

* On election day all precincts will have a Drop Box for mail-in ballots.

* \oters who requested a mail ballot can have the ballot deposited at the
precinct




When you see this
page in Poll Access
you can and should
let us know if you
are interested in
working any future
Elections.
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Poll Worker Online Web Access
Eastern Standard Time: Wednesday, May 27, 2020 7:35:00 PM

Home Save | Nextto My Assignment >>

Messages Upcoming Elections ( 3 )

My Assignment 2020 June Dual Primary

Work Assignment[j Election Date 06/23/2020

Interested In working? Yes | |No

[EatRiag ¢ 15t 5 (] Outside Home PCT?

Training Materials
My Profile

Technical Hel
P Nov 3 2020 Pres General AB

Logout

Election Date From 09/18/2020 To 10/31/2020

Interested In working? [(JYes [JNo

(] Outside Home PCT?

Prince William County Office of Elections
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Workshops at Buckhall VFD

e Address 7190 Yates Ford Rd Manassas, VA 20111

e Monday — Thursday Saturday

e 11 — 14 October 10 am — 8 pm 16 October 9 am — 3 pm
e 18 — 21 October 10 am — 8 pm 23 October 9 am —3 pm
e 25 —28 October 10 pm — 8 pm 30 October9am —1 pm

Prince William County Office of Elections



The Manual

*Read it
*Bring it
eKeep it

Prince William County Office of Elections
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he Manual
e Contents for Election Officers  ® Separate Books
* \/oting Machine Field Guide

1. Election Day Guide
2. Authorized Reps dos and * EPB Manual

don'ts
3. Chief Information

1. END of Night
2. Provisional Voter

$-%, 3. Misc Forms
Prince William County Office of Elections
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The different sections of the manual


he Manual

Know what you need to know:
e Election Day General Reminders

e Overview of people and functions
* Persons Allowed/Activities Prohibited

Prince William County Office of Elections
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This is what we are going to talk about from the manual


Preparing for Election Day

* Make sure you have marked it on calendar
e Sign up and attend necessary training

e Recommend you vote EARLY even if you are assigned to your
precinct

e Double check your alarm clock

Prince William County Office of Elections




Rules and Regulations

 Arrive no later than 5am

* No campaign or political materials (pins, clothing , literature)

* Do not discuss politics on Election Day

 \loters ALWAYS come first

» All officers are required to sign certain tapes, forms and envelopes

* You may not leave the polling place until closing duties are complete

Prince William County Office of Elections




Be Careful of Voters issues

The Chief takes care of all voters
who have a problem that you
cannot resolve quickly!
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Talk about some of the things that have happened


EPB/Ballots

Cast Ballot

Touch Writer

:.'.—-‘*'-1 E

Prince William County Office of Elections
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Quick run through of how a voter moves through the voting process at a precinct.


Roles and Responsibilities

e Greeter

e EPB Officer
e Ballot Officer
* Booth Officer

e Scan Officer

Chief Officer
Assistant Chief Officer

Prince William County Office of Elections




Greeter

* Greet the voter

e Ask all voters “Are you here to vote or are you
returning a ballot”
e Ask voter to have ID out and ready
 \Joters returning ballots don’t have to wait in line or
show ID

e Send voter to next available EPB or
e Send voter who is dropping off a mail in ballot to the

i “-,-%D rop Box

Prince William County Office of Elections




Drop Box Duties

e Duties at the Drop Box
* Never leave the Drop Box unattended
e Take ballot from voter (no questions asked)
e Remember NO ID required to drop ballot off
* Drop ballot in box




<

EPB Officer

Step 1: Ask the voter for any one of Virginia’s
acceptable forms of identification

OR

Step 2: Ask the voter for their full legal name
iy, and current residence address!




EPB Officer

They can give you that information in writing.

Step 3: Locate voter’s name on the pollbook or EPB.




EPB Officer

eStep 4: Repeat the voter’s full name in a loud and
clear tone so that the party and/or candidate
representatives can hear™

*NOTE: As of July 1, 2020, officers shall only state out
loud the voter's full name!! No longer state the voter’s




EPB Officer

e Step 5: Compare voter’s current address with the
address printed on the pollbook or seen on the
EPB screen.

e Step 6: Check in voter on EPB




EPB Officer

*Step 7: Give the voter a ballot. After being
checked in on the EPB, the voter must remain
in the polling place until they cast their vote.




List of Voter IDs in Virginia

e 1. Voter confirmation documents
e 2. Virginia Driver’s license

e 3. Any other ID card issued by a government agency of the
Commonwealth, one of its political subdivision, or the United
States




List

e 4. Stuc
locatec

e 5. Stuc
located

of Voter IDs in Virginia

ent ID card issued by any institution of higher education
in the Commonwealth of Virginia

ent ID card issued by any institution of higher education
in any other state or territory of the United States

e 6. Student ID card issued by any public or private high school

located

In Virginia




List of Voter IDs in Virginia

7. Any employee ID card containing a photograph
of the voter and issued by an employer of the
voter in the ordinary course of the employer’s
business

*8.. A copy of a current utility bill, bank
statement, government check, paycheck, or
other government document containing the
name and address of the voter




List of Voter IDs in Virginia

eNote: Unless stated IDs DO NOT have to contain a
photograph of the voter.

Note: Expiration date on Virginia driver’s license is
not considered, any other form of ID can not be
expired longer that 12 months




Voter ID Tips

e A voter is at the EPBs for Check-in. You notice his name on the
poll book reads “Matthew Wilson Smith” but his ID reads
“Matthew Wilson-Smith.” He correctly states his name and
address based on what you see in the poll book. You will check
the voter in and recommend he fill out a registration

application to correct the error.




Voter ID Tips

e If you are unsure if a voter's ID is valid, send the voter to
the Chief.

* \We are not authorized to ask voters to remove masks or
any other head covering
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Voter ID Tips

* A woman walks in, hands you her ID, and you look her
up. She recites everything correctly EXCEPT her last
name. You inform her there is a discrepancy in her last
name and inquire as to whether it has changed recently.
If she says yes and provides the correct information,
check her in. Recommend she fill out a registration
application to change her name on the voter rolls.
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Voter ID Tips

e A voter walks in and hands you her Virginia driver’s
license. You notice that the driver’s license has an exact
match to the poll book regarding her name and address.
You then state her name for confirmation purposes and
so any observers can hear her information and complete

the check in process on the EPB.
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Voter ID Tips

e Below is the information you should be concerned about when

inspecting a voter’s ID.

a.Name

b.Address
c. Expiration. Can be used for one year after it expires

s L7 a.Except a Virginia Drivers License used for voting DOES NOT expire

]
S
e
b

3
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Voter Check In

EPB OFFICER
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“Gone” in 30 seconds...

*\Voter should have ID ready — Greeter to remind
voters

eScan if Virginia Driver’s License

o |f voter presents ID other than DL do not waste
more time getting a DL
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EPB OFFICER

* Obtain Voter ID. If the Voter has NO acceptable ID
* Have Voter complete ID Confirmation Statement

*If Voter chooses not to complete statement send
them to the Chief
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ID Confirmation Statement

Commonwvwealth of WVirginia Place in Enwvelope #8

ID Confirmation Statement — § 24 2843 of the Code of Wirginia

=y

OfFfFicer of Electicomn:

Precimct MNo . MNarmmme: Date: O of E Initials:
AfFirrmation of Wotaer:

If wou do mnot complete this staterment or show accepitable 1D, you will be required to wote a prowvisional
ballot in This slection.

Subject to penalty of law, | do herelbyw affirmm that 1| am the identical person | represent mysIlf to be.
Sigmature of wvoter Date
Primted name of woter:

Birth Year {optional) Last 4 digits of Social Security # (optiocmal)

VWVARMING: NMaking a materiallby false staterment on this form constitutes the crime of election fraud, which is
punishablie undaer Wirginia law as a felony . Wiolators may be senmtenced to up o L0 ywears in prison amndy/or fimned up
o S22 SO0 524 2-101416

ELECT-5433I1 B 2020
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EPB OFFICER

e Look up Voter in EPB

e Either scan the Voter’s VA Drivers License or start typing the Voter’s last name

3.3 Tip (e.g. First 3 letters Last name Comma First 3 Letters First Name)
Example: Tommy Dorsey — DOR,TOM

Precinct 201 - SAUNDERS

WAoo CATE

Volers: 2619 Checkead In: 0O Cipen Sapct: = Ko x Text Sizc A [A] (A (&)

! TIEEE04E5 wWiLsol~ S ANTHOMNY 5921 Riverside Dr 1DEE
B 602013540 WILSO Lardun, 5839 Rlverside Dr 1254
& 1TTr223149 WWILSO WLAT THEW 5839 Riverside Dr 1220
| S03013540 WILSOM ROEBIM S239 Riversids Dr 125D
i 0a1ET2s1s WILSOR TOMEKSA S 00000000 ET809 Rockcliff Ln 1T2E9

OO0
{ B 5 Matches | Page 1 of 1
) CIRFSE Erervey HEpenaam]
Bl S E0NT 2:17 P Blection Dimee: A3E00T Prepaned: RESI01T 1204842 P St Mo 1 Tota | Crervice (=] Rartery 7250
.
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EPB OFFICER

eBeware of spelling anomalies like O'HARA vs. OHARA

eDisplay the Voter Details screen by clicking on the
Voter Name from the list screen, if you scanned the
Voter’s ID the Voter Details screen will open
automatically.

olf the wrong Voter Details screen opens, click “Back to
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Voter Details Screen

ADVOCATE
Election Status 1 Select a Document @ ovocate

1 - -
Il .
Open i Select a Form Text Size @ @ @
| Voter Details
Election Day Flags
Voter ID: _ Status: Active Precinct: 201 - SAUNDERS
[J OP - Voted outside
Last Name: WILSON Address: Congress: 11 polls
First Name: MATTHEW City Zip: Senate: 029 [ I signed "Affirmation of
Middle Name: - Mailing: House: 031 Ellgpbiiity oxother
statement
YOB: 1990 City Zip:
Gender:- Election: 2017 June Republican Primary
Checked: False (No)
Absentee: False- (No)
Voter Messages
@ Ready to Check In Elipertos,)
o Gk Vot L
q Options 3 ( Show Keyboard \__l

3/6/2017 217 PM Election Date:  3/2/2017 Prepared: 3/3/2017 12:49:42 PM Status: Alone | 1 Total Device(s) | M Battery 28%
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EPB OFFICER

*To qualify the Voter, verify the voter’s ID info, and what appears on the EPB

screen.
USE THE ADDRESS AS STATED OR WRITTEN BY VOTER TO VERIFY ADDRESS

e|F THE VOTER’S NAME AND ADDRESS INFORMATION IS CORRECT,

STATE NAME ONLY BACK TO VOTER SO OBSERVERS CAN HEAR.

We no longer state VOTERS address

eVerify the Election District Information to determine which ballot to give the voter (if

| @«;CE MQ necessary).

5

=

-
k/i @
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Voter Details Screen

Precinct: 101 - BRENTSVILLE Election Status @ ovocare
Voters: 2449 Checked In: 0 Provisionals: 0 Open text Size (A [A] [A] (A
Voter Details
Election Day Flags
Voter ID: Status: Active Precinct: 101 - BRENTSVILLE s
- OP - Voted outside
Last Name: SMITH First Name: CURTIS Town Prec.: polls
YOB: 1925 Middie Name: Congress: 01 ' Signed "Affirmation of
Address: Gender Senate: 028 Egihinty ox othw
statement
City Zip: Party: House: 051
Mailing: Election: Presidential Primary
City Zip: Checked In: False (No)
Absentee: False- (No)
Voter Messages
@) Ready to Check In [ Voter Notes
e vr D ST

_ Optons

A D—

Hecton Date: 1262016 Prepared 127/20163 Status: Alone 1 Total Devce(s) [l Battery 91%




Voter Details Screen

Precinct: 101 - BRENTSVILLE Election Status @:ewcn
Voters: 2449 Checked In: 0 Provisionals: 0 Open text size (A [Al (Al (A
Voter Details
Election Day Flags
Voter ID: Status: Active Precinct: 101 - BRENTSVILLE
- OP - Voted outside
Last Name: SMITH FirstName: CURTIS Town Prec.: polls
YOB: 1925 Middle Name: Congress: 01 ! Signed "Affirmation of
Address: Gender Senate: 028 Fhgioley. or othar
statement
City Zip: Party: House: 061
Mailing: Election: Presidential Primary
City Zip: Checked In: False (No)
Absentee: False- (No)
Voter Messages
@ Ready to Check In ELlnwons

PE—

Election Date: 1/ 16  Preparect 12772016 322336 PM Status: Alone 1 Totsl Device(s) [l Battery 91%




EPB OFFICER

Confirm \oter (see below)

Precinct: 201 - SAUNDERS Election Status e ey Te— @rovocate
Voters: 2619 Checked In: 0 Open Select a Form ol

Text Size |A| |A] A A

| Voter Details

Voter ID: - Status: Active Precinct: 201 - SAUNDERS

Last Name: WILSON Address: Congress: 11
First Name: MATTHEW City Zip: Senate: 029
Middle Name: - Mailing: House: 031
¥YOB: 41990 City Zip:
Gender: . Election: 2017 June Republican Primary

Checked: False (Mo)

Absentee: False-(No)

Click Confirm to check voter in. Confirm

_ Options | . Show Reyboard |

IG0NT 27 PM Blection Date: T Prepared: 3302007 12:49:42 Pl Status: Alone | 1 Total Device(s) [l Bartery 28%



EPB OFFICER

Default search screen should appear after confirming (see
example below)

Precinct: 201 - SAUNDERS Election Status Sciect & Document v @rovocatt
Voters: 2619 5 : | Al Al
Search —
|||||| E—
Search Scope:
Piecincy (@ -3 AN

Next Voter In
Line, Please!




EPB OFFICER

* * |f you feel that the VOTER was not Checked-In correctly you
can VERIFY by one of 2 steps listed:

1.Rescan the Photo ID — Red Exclamation point displayed in voter messages section
Indicates voter has been checked in (example below).

@rovocate
| Toxtsize (] [A] (A A
Voter Details
Election Day Flags
Voter ID: _ Status: Active Precinct: 211 - SIGNAL HILL s
[ OP - Voted outside

Last Name: ALVAREZ MALDONADO Address: Congress: 10 polls
First Name: JONATHAN City Zip: Senate: 029 [ signed "Affirmation of

Middle Name: _ Mailing: House: 013 Eligibili ty" or other
statement
YOB: ip:

._‘l
©
w0
@
]
o
]
o
z
o
<
3
T
@
3
[

n §/31/2020 1:48:37 PM

[
g




EPB OFFICER

Repeat manual search and if name appears highlighted
RED on list, it means that voter has been checked in
(example below).

SMILEY GUNTHER WARREN

SMITH ADAM DAVID
SMITH III BENJAMIN MELFORD

_ RED means READY TO VOTE!
%  (If you do the search)




EPB OFFICER

The 2 Cs:

Check in
Confirm




EPB OFFICER

* Reminder to polling places with two ballots
(splits): Ensure the voter receives the correct
ballot!




Voter Details Screen

@rovocare

Precinct: 101 - BRENTSVILLE Election Status
Voters: 24490 Checked In: D Provisionals: [ Open
Voter Details
Voter |D: Status:  Active
Last Name: SMITH First Name: CURTIS
YOB: 1826 Middle Name:
Address: Gender:
City Zip: Party:
Mailing:
City Zip:
Voter Messages
@ Ready to Check In

p——

Bection Date: 1262016  Prepared:  1/27/2016 3:23:35 PM

Frecinct: 101 - BRENTSVILLE
Town Prec.:
Congress:

Senate:

Checked In:  False (Mo)
Absentes: False- (No)

Statue: Alone | 1 Totsl Devcels) | [l Battery 91%

Tt Sire i ﬁ ;i; &. |

Election Day Flags

" OP - Vioted outside
polls

"] Signed "Affirmation of
Eligibility” or other
statemant

[ Voler Kotes

e
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Voter Details Screen

Precinct: 101 - BRENTSVILLE Election Status .-!D".‘DE!“F
Voters: 2449 Checked In: 0 Provisionals: O Open [ Teat Size A. ﬁ ;ii &. |
Voter Details
Election Day Flags
Voter [D: Status: Active Frecimct: 101 - BRENTSVILLE
! OP - Voted outside
Last Name: SMITH First Name: CURTIS Town Prec.: polls
YOB: 1926 Middle Name: Congress: 01 " Signed *Affirmation of
Address: Gender: Senate: 028 Eligibility” or other
statement
City Zip: Party: House: 051
Mailing: Election: Presidential Primary
City Zip: Checked In:  False (No)
Absentes: False- (No)
Voter Messages
@ Ready to Check In [] Vaoter Hotes

P e

Election Date: 1262016  Preparad: 1272016 3:23:36 M Statye: Alone | 1 Totsl Dewacels) | [l Battery 91%
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Election Day Voter Messages (NOV2021
(Nome ——— Messge g |

Dioes the voter have his or her ballot?
Issued If YES, spoil the ballot and issue a new one. The voter CAN vote on the machine |55UED
IfNO, the voter CANMOT vole on the machine. The voter will become provisional

Junior Senkor This voter may share an address with another voter of the same name.
MAKE SURE YOU ARE CHECKING IN THE CORRECT PERSON. m
Marked A ballot was received from the voter. The voter CANNOT vate on the machine

If voter persist issue provisional.

If they have not moved, voter must complete Affirmation of Eligibility,
Marked for Address Confirm: - afler completion, valer CAN vole on the machine.

I they have maved. refer to Whnat Ifs.

The vater voted early in-person. The voler CANNOT vole on the machine.

Machine
e If voter persist issue provisional.
Other Locality This voter 15 registered in MANASSAS PARK
Other Locality This volter Is registered in MANASSAS CITY.

If the voler has nol moved, the voler CAN vole on the maching.
Cverseas Voler If they have moved, refer to "What I75,".
The voter must aiso Tl out new VRA

P.0.
Box

@
m

PO, BOX This voter is allowed to use 3 RO, BOX as his or her address

A completed ballot was received by the office and cast.
Pre-Processed The voter CANMOT vote on the machine
If voter persist issue provisional,

Unmarked An unused ballot was returned 1o the office. The voter CAN vole on the machine.




EPB OFFICER/BALLOT OFFICER

* When you hand the voter a ballot tell them the following:
e “Be sure to read both sides of your ballot.”

 Hand each voter their ballot in a Privacy Folder.




Booth Officer

[N
HrM|

GO0
.........
200,
rfd e




Booth Officer

* Manage line (with tape)

e Send voter to next available marking station

e Answer questions (cannot interpret/explain ballot questions)
* Give privacy

e Observe

e Send voters to Chief for replacement ballot if needed
* Ensure voters don’t leave anything behind




Scan Officer




Scan Officer

* Manage line (with tape)

 Let voter proceed to either Scan when one is available

 Remind every voter to look for the American Flag

e Keep an eye on power indicators

e Observe voters (know your Machine Screens and Error Messages)

e Send voters to Chief for replacement ballots




Power Indicators

fiday — Ballots: 0
122014

Sheets: 0
Lifetime: 33




Good Screens
I

Please wait .
Thank you for voting.

Insert Ballot

’i..;.l._-h_a__-a_-_.-_un.—__qu_n._uu_..l_ }
LsmaTe J
«
Smertace
13

S

Processing...

Friday Ballots: 0 Friday

1 1 :3 O A M 12/12/2014

Friday Ballots: 0
1129 AM 1;’:;.’2014 SE;I; e T 1129 AM tefhehemit |.||I:|..;.

Lifetime: 22

Solid Flashing




Evil Screens

Your ballot may not be properly

marked.

Make changes
or cast the
ballet as is.

You made no
choices on the
ballot.

To make
changes, pull
your ballot out
of the machine
You can request

a replacement
ballot from a
poll worker.

You made no choices on the ballot. /1

To make changes, pull the ballot.
- OI’ -

Cast ballot as-is

? Help

Your ballot may not be properly

marked.

Make changes
or cast the
ballot as is.

Thereis 1
incorrectly
marked contest.

To make
changes, pull
your ballot out
of the machine.
You can request
a replacement
ballot from a
poll worker.

United States Senate

Too many choices are marked.
This contest will not be counted.

To make changes, pull the ballot.
- or -

Cast ballot as-is

Friday Ballots: 9

1 1 5 2 A M 12/12/2014 Sheets: 9

Lifetime: 42

FLASHING

A Your ballot did not scan.

Follow the
instructions to
fix the
problem

The machine could not read one
of the barcodes on the ballot

Contact a poll worker for
assistance

Friday Ballots: 10

1153 AM 12/12/2014 fil;:-l'm:-:; lrl:

FLASHING

Error Code: 1




Undervotes and Overvotes

Under Voting is when the voter has not selected all the choices on their ballot. They
are not required to vote for all offices or issues on the ballot and so the machine will
take the ballot.

Over Voting is when the voter has selected more choices on one office or ballot
issue than allowed. A common error is to vote for the candidate of their choice and
then write in the name — the computer cannot tell the difference. The machine will
reject the ballot.

) If requested, we can assist voters who ask for help before they cast their
S
% ballot on the scanner
C o




Scanner rejected the ballot?

1. Voter will have another opportunity to correct their ballot:

IF THE BALLOT IS NOT MARKED the machine will reject the
ballot and voter will be allowed to correct the ballot or cast

AS-IS

If voter OVER VOTED the ballot the machine will reject the
ballot and voter will be allowed to get a new ballot or cast

AS-IS

2. Voter will not have an opportunity to correct their ballot if they
UNDER VOTED: The machine will take under voted ballots.




Stickers

e Keep “I voted” stickers on table near exit
door

* Collect pens, clipboards, and privacy




Other Roles (Other Training)

e Chief Officer (Chief)

e Assistant Chief (Chief)
* EPB Specialist

* Machine Specialist




Election Officer Oath

| do solemnly swear (or affirm)

that | will perform the duties for

this election according to law and

the best of my ability and that

| will studiously endeavor to prevent fraud, deceit, and abuse in

conducting this election, so help me God.




Any Questions?




Thank You!
Have Fun!
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