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Electronic Poll Book

Opening Instructions
Laptop Set Up
[J Position the laptop computer near an electrical outlet at Station 2.
[J  Plug power cord into a surge protector and then plug into wall.

[0 Connect mouse and magnetic card scanner into USB ports (labeled) on the
laptop computer.

[ Press power button on laptop computer. Wait for laptop to boot up.

[0 Insert encrypted flash drive into the USB port (labeled). The encrypted flash drive
stays plugged in all day.

Unlock The Flash Drive

O Click the Windows Explorer folder icon.

® Click Removable Disk (Drive letter may vary).

© Enterthe encryption password: _Liv2011EPB_(case sensitive).
O Click “Unlock’.

BitLocker (E:)

Enter password to unlock this drive.

eouol

« “ = ThisPC

# Quick access ~ Folders (&)
- Desktop
& This PC
Wl Removable Disk (E] Jﬁ Music ictures g Videos

¥ Metwoik . . .
. ~ Devices and drives (3) e
05 ()

B DVD RWY Dive (D . Removable Dk (E)
d =

& Onelrive

u
L 125 GB free of 431 GB

Log Into Electronic Poll Book (EPB)

Eleckronic Poll
© Double click on the Electronic Poll Book icon on the desktop Boak,

® Enterthe Encryption Password (in the flash drive envelope) and click Enter
©  Enter User Name and User Password and click Enter.



Remember, passwords are located in your envelope with the Flash Drive

4 Login

Please enter the encryption password selected
1 when this software was setup:

Encryption Password: | Enter

Please enter a username and password to

login:
User Name:

User Password: Enter

Mote: This application shuts down automatically after four unsuccessful login attempts.

Shutdown

IMPORTANT! Verify the correct election date, election type, and the precinct number
are displayed at the top of the screen.

& QVF Electronic Pollbook
File Edit View Reports Sys Admin  Help

Election: 11/05/2019 - NOVEMBER CONSOLIDATED - BOHEMIA TOWNSHIP Precinct: 00001

IMMEDIATELY NOTIFY THE CLERK OF ANY PROBLEMS!

Perform the First Backup of the Electronic Poll Book (EPB)
O ClickonFile.
® Click Backup.

© Click on the button D at the end of the file path.



&5 QVF Electronic Pellbook

Backup

File | Edit View Reports SysA | E‘ Close
Un-lssued Defective Ballots :
Remarks This feature allows you to backup your Electronic Precinct List /
Save History Poll Book data into a separate backup file, preferably stored on
REMOVABLE MEDIA, such as a USB drive or a CD. You should
Lo | do this from time to time so you will have an up-to-date backup
Restore that can be restored in the unfortunate event that you should
Ot experience a catastrophic failure with your computer that results
pticns .
: in a total loss of data.
Print Setup
Logout Backup File:
= | D-\EPB_pbK

Backup

O  select the removable disk drive (letter may vary). Use the encrypted flash drive
to save files throughout the day and after the polls close. Future backups should
remember the drive you select in this step.

© Double click the [election date] folder
® cClick Save. After a few seconds, the Backup finished successfully screen will pop
up.

Select a backup file

« Electiondate

» USB Drive (E) »

:[geni_-e - Blea Pl

Michigan QvF C # Mame . Date modified Tvpe

D Music EPB_Package 16/2019 11:36 AM e folder
MNoviBTest

. Videos
i OneDrive

B This PC

v = USB Drive (E)
Electiondate

¥ Network

w £ >

w0 File name: EPB
Save as type:  Access 2016 (".accdb) ~

| ~ Hide Folders o) Save Cancel
i




9 Click BaCkup Backup =

® After a few more P, co
.. & S8

seconds, the Backup finished =

successfu”y screen will pop up. This feature allows you to backup your Electronic Precinct List /

Foll Book data into a separate backup file, praferably stored on
REMOVABLE MEDIA, such as a USB drive or a CD. You should
do this from time to time so you wil have an up-to-date backup
that can be restored in the unfortunate event that you should
@ Click OK. experience a catastrophic failure with your computer that resulis
in a total loss of data

Backup File:
E-\ElectondatelEPB accdb ]

OWF Electionic Poll Book =

Backup finizhed successfully.

e Backup

“Backup overdue ” will flash in the lower right corner whenever a Backup is due.
Double Click on Backup Overdue to perform a Backup.

Save History in Electronic Poll Book (EPB) IS4 QVF Eectonic Pallboch
. . File | Edit Wiew PReports  Sys Adi
o C“Ck Flle Un-lssued Defective Ballots |
ar E
® Click Save History T ||

© Double-click on the Election Date folder. The file name should say ebb_history
with no preceding d:\ If d:\ is still in the File name, click the cursor at the beginning of
the File name field and use the Delete key to delete the d:\

9 CIICk Save 2 save histony as =
G USE Didve .. » BOHEUANIE w 0 Sesrch BOHEMI AN o
e M Foddzn CZ - a
EOHER AN TR & iame Cate rodfied Type
Michigan OVF C EPB_Package
MowtiaTest
Bic
i Cineliyres
ES Thug P
' USH Debee (E:
METH
o BEORIFIANE R
I v
File name: | epb_histor |
Sorve i typer | C5V Files [*.00
& Hide Folder ‘. S Cangel

The laptop and EPB
software are now ready for voters!

QVF Electronic Poll Book - Main Screen



The Electronic Poll Book screen is divided into 3 sections.

) QUF Electronic Pollback - s
File Edit View Reports SysAdmin Help

Election: 11/05/2019 - NOVEMBER CONSOLIDATED - BOHEMIA TOWNSHIP Precinct: 00001
Voter Search Voter Details List of Voters
DLN / Name: l:l Search &  Assigned To Baliot
Name: ALLEN, LINDA ARLENE DOB: 0910/11941 _—
This Precinct i
| other | unisted | Address: 1893 FORESTRY RD Precinct: 00001
These voters are located within selected inner precinct{s): MASS CITY MI 49948
Voter Name DOB Lol Ballot Style: 1
ALLEN, LINDA ARLENE 09/10/1941 . o
” BRADFORD, JOHNATHON R Gender: F Perm | Reg.Date: 04/04/2019
MICHAEL Polling ROUSSEAU TOWN HALL Eff. Rg.Date: 06/09/2019
Location :
? BURRESS, JASON ARVID 12/01/1945 572 ROUSSEAU RD
BUSHELLE, PEGGY SUE 12/011978 MASS CINECNIIEME Geograph
BUSHNELL, PAUL MICHAEL __ 04/09/1991 LES
o DAVIS, CARRIE ANN 10/05/1965
? . . . g
,', ELLDTTT, UGS DEIAORLGUE T If you need to perform an action for this voter, such as issuing or
! FRANKLIN, KELLY MICHELLE  06/07/1978 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? HANSON, GEORGE DAVID 04/01/1934 this button:
? HURD, WILLIAM ROBERT 12/08/1943
IVERSON, ANN MARIE 06/09/1964 =
JENKINS, CARLENE CARYS 03/06/1968 LOCK thls VOter record
KENYON, SHARI ANNETTE 08/23/1964
? LACEY, HEATHER ROSE 06/08/1932 If you do not LOCK this voter, then you cannot perform any actions for this
? LELAND, RALEIGH GRANT 10/08/1958 voter, and no changes will be recorded for this voter
? LOCKWQOD, GARY OWEN 11/08/1942
? MCQVF, AGATHA CHRISTIE 081771955 General Remarks
MCQVF, ANDERSON JAMES 08/07/1981 -
? MCQVF, BARBARA ANN 0311211984 VOTING STATUS: Did not vote in precinct.
2 MOONWE DEK IARIKL | CVA N7241001 &
|16‘33 matching voters Total=0

Voter Search window (Left side of screen): Used to perform a search of the voter
registration database.

Voter Search

DLN / Name: Search

This Precinct | Other | Unlisted |

These voters are located within selected inner precinct(s):
Voter Name DOB ~
ALLEN, LINDA ARLENE 09/10/1941
BRADFORD, JOHNATHON
! MICHAEL 03/18/1943
? BURRESS, JASON ARVID 12/01/1945
BUSHELLE, PEGGY SUE 12/01/1978
BUSHMNELL, PAUL MICHAEL 04/09/1991

This Precinct tab shows the list of voters who are registered in the assigned precinct.
Other tab shows the voters who are registered in all other precincts within the
jurisdiction.

Unlisted button allows the user to manually enter voters who, according to the QVF, are
not registered within the jurisdiction.




This Precinct | Other | Unlisted |

These voters are located within selected inner precinct{s):

Voter Name DOB e
ERADFORD, JOHNATHON

e MICHAEL 03/18/1943

? BURRESS, JASON ARVID 12/01/1945
BUSHELLE, PEGGY SUE 12/01/1978
BUSHNELL, PAUL MICHAEL 04/09/1991

? DAVIS, CARRIE ANN 10/05/1965

Voter Details - When the name of a single voter is highlighted, the voter’s registration
information is shown at the top. The Geography button shows detailed district
information for each voter.

Name: ALLEN, LINDA ARLENE DOB: 03/10/1341

Address: 16893 FORESTRY RD Precinct: Qo001
MASS CITY MI 49948

Ballot Style: 1

Gender: F Reg.Date: 04/04/2019

Eff. Rg.Date: 06/09/2019

Temp Perm

Polling

Location : ROUSSEAL TOWN HALL

572 ROUSSEAU RD

MASS CITY MI 49948
Geography

The middle of the screen is the “Lock this Voter Record” action box where ballots will
be assigned and recorded.

If you need to perform an action for this voter, such as issuing or
spoiling a ballot, then you must first LOCK THIS VOTER by clicking
this button:

Lock this voter record

If you do not LOCK this voter, then you cannot perform any actions for this
voter, and no changes will be recorded for this voter.

General Remarks



The Voting Status shows any status flags pertaining to the voter’s record.

The election inspector/Help Desk must perform some action before the voter may be
iIssued a ballot.

IMPORTANT: Verify the status before issuing a ballot to a voter.

YVOTING STATUS: Did not vote in precinct.

Voter's Status is TO BE VERIFIED: DATE OF BIRTH
VOTING STATUS: Did not vote in precinct.

Voter's Status is TO BE VERIFIED: DATE OF BIRTH
VOTING STATUS: Did not vote in precinct.

List of Voters: The List of Voters section records the voter’'s name and what ballot
number was assigned to them in a running list. This section is for reference; use it
throughout the day to balance with the tabulator.

List of Voters
# Assigned To EBallot
MCQVF, CARI CAITLIN 20a7 0007

MCQVF, CARLOS CATRICE 00070002
MCQVF, CARROLL CESAR Aa07a003

£ SN L T LS




Processing Voters
Voter must present the following to Station 2 Inspector:

* Photo Identification
and
» Completed Application to Vote OR

Affidavit of Voter Not in Possession of Picture Identification

[J  Inspector verifies voter's photo ID

[J  Voter Search - Before a voter can be processed, a voter search must be
performed. Important: Make sure This Precinct tab is selected.

Y€ Scan the DL - Scan the voter’s driver’s license with the barcode reader. (This
automatically locks the voter’s record and opens the Voter Action window.)

OR
Y€  Type the voter’s name (last name, first) in the DLN/Name field.

i)
File Edit View Reports Sys Admin  Help
Election: 11/05/2019 - NOVEMBER CONSOLIDATED - BOHEMIA TOWNSHIP Precinct: 00001
Voter Search Voter Details List of Voters
DLN / Name: Search #  Assigned To Ballot
Name: MCQVF, CARSON CHEREE DOB: 08/25/1980 :
This P, i
l Qi l Hnlisied Address: 25897 DISHNEAU RD Precinct: 00001
& voters are located within selected inner precinct(s): MASS CITY MI 49948
Voter Name DOB & Ballot Style: 1
? MCQVF, CANDACE CLARENCE 04/29/1980 oo . Req.Date: 4TI2018
MCQVF, CANDICE CLARA 06/06/1980 ender: Perm eg.Date: !
MCQVF, CAPRI CASIMER 07/051980 ED"":_Q _ ROUSSEAU TOWN HALL Eff. Rg.Date:  05/17/2018
? MCQVF, CAREAL CASCIANI  07/01/1980 ocation* 575 ROUSSEAU RD
MASS CITY MI 49948
MCQVF, CAREN CLEOPHIS 071711980 Geography
MCQVF, CAREY CHERIAE 06/10/1980
MCQVF, CARI CAITLIN 05/21/1980
MCQVF, CARIN CORIANTON __ 06/23/1980 If you need to perform an action for this voter, such as issuing or
MCQVF, CARINA CORDAI 077181980 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
MCQVF, CARL COLLOPY 04/13/1980 this button:
MCQVF, CARLA CASEY 05/30/1980
? MCQVF, CARLENE CHARLENE (05/17/1980 H
MCQVF, CARLETTA CODY 05/08/1980 LOCK th IS VOter record
MCQVF, CARLOS CATRICE 07/28/1980
? MCQVF, CARLTON CILVESTINE 05/27/1980 If you do not LOCK this voter, then you cannot perform any actions for this
MCQVF, CARLY CHARICE 08/10/1980 voter, and no changes will be recorded for this voter.
MCQVF, CARMELA CLYDE 05/28/1980 General Remarks
MCQVF, CARMEN COLLEEN 05/31/1980
5 MERYACARMICPRE BRI DTSR Voter's Status is CHALLENGED: RESIDENCY - CONFIRM
= MCQVF, CAROL CORLYSLE 05/07/1980 Must show ID before voting (Federal Requirement)
MCQVF, CAROLANNE VOTING STATUS: Did not vote in precinct.
CHARLES 04/02/1980

[0 Select the correct voter and then click Lock this voter record to open the Voter

Action window.
[J  Verify the voter’s information on the Application to Vote matches the EPB.
[J  Click Regular Ballot




Issue a ballot Other actions

Regular ballot Record an absentee ballot
/ Affidavit ballot-provisional Spoil a ballot

Envelope ballot-provisional
Reject a ballot
Challenged ballot

Undo Undo (MNothing to undo)

* Unlock this voter without performing any action Voter Remarks Label

[0  Manually type the FIRST ballot number.

lzsue a ballot

You are about to issue a Regular Ballot to:

‘ MCQVF, CARI CAITLIN 05/21/1980 |
] VAT Ballot? |
This ballot number will be assigned: D?DDD|‘I =

OK mCanceI

[J Click OK.

The Auto Advance feature should be activated. The software will automatically
advance the ballot number by one for each ballot issued.

If the EPB does not auto advance, contact the City Clerk.
City Clerk’s Office - (734) 466-2230

[J  Verify the ballot was issued.



4 QVF Electronic Pollbook

File ‘u’lew Reports  Sys Admin  Help

Election:

11/05/2019 - NOVEMBER CONSOLIDATED - BOHEMIA TOWNSHIP Precinct: 00001
Voter Search Voter Details
Name: MCQVF, CARROLL CESAR DOB:
This Precinct i
I Qliz I Ehlisied l Address: 25789 DISHNEAU RD Precinct:

These voters are located within selected inner precinct(s):

?

-

-

-

-

REG

REG

Voter Name DOB

MCQVF, CANDACE CLARENCE 04/29/1980
MCQVF, CANDICE CLARA 06/06/1980
MCQVF, CAPRI CASIMER 07/05/1980

MCQVF, CAREAL CASCIAMI 07/01/1980
MCQVF, CAREN CLEOPHIS 071711980

MCQVF, CAREY CHERIAE 06/10/1980
MCQVF, CARI CAITLIN 05/21/1980
MCQVF, CARIN CORIANTON 06/23/1980
MCQVF, CARINA CORDAI 07/18/1980
MCQVF, CARL COLLOPY 04/13/1980
MCQVF, CARLA CASEY 05/30/1980

MCQVF, CARLENE CHARLENE 05/17/1980
MCQVF, CARLETTA CODY 05/08/1980
MCQVF, CARLOS CATRICE 07/28/1980
MCQVF, CARLTON CILVESTINE 05/27/1980
MCQVF, CARLY CHARICE 08/10/1980
MCQVF, CARMELA CLYDE 05/28/1980
MCQVF, CARMEN COLLEEN 05/31/1980
MCQVF, CARMILLA CORRIE 06/01/1980
MCQVF, CAROL CORLYSLE 05/07/1980

MCQVF, CAROLANNE
CHARLES 04/02/1980
MNROUF CARNDIF CARROI nN&24/1980

MASS CITY Ml 49948

Ballot Style:

Gender: F perm | Reg.Date:

Polling
9 ROUSSEAU TOWN HALL
Location : g7y ROUSSEAU RD
MASS CITY MI 49948

Eff. Rg.Date:

05/09/1980
00001
1

12/30/2017
01/29/2018

Geography

If you need to perform an action for this voter, such as issuing or
spoiling a ballot, then you must first LOCK THIS VOTER by clicking

this button:

Lock this voter record

If you do not LOCK this voter, then you cannat perform any actions for this

voter, and no changes will be recorded for this voter.

General Remarks

List of Voters

Regular ballot [00070003] issued at the precinct.
VOTING STATUS: Voted in precinct using a Regular ballot.

N TR TR

Assigned To

MCQVF, CARI CAITLIN
MCQVF, CARLOS CATRICE
MCQVF, CARROLL CESAR

Ballot

00070001
00070002
00070003

[0 Record the Ballot Number and Voter Number on the voter’s Application to Vote.
[ Hand the Application to Vote to the Inspector at Station 3.

10



Processing Voters with Status Flag(s)

Some voters have status flags that need to be addressed before issuing a ballot.
Something happened in the registration process that needs follow-up. Examples: A
signature was not obtained, the voter missed checking an answer to the citizenship
guestion, an absentee ballot was issued, the clerk received reliable information the
voter may have moved.

A voter has a status flag if he or she has a red “?” next to his/ner name.

Read the message in the Voter Status window at the bottom of the Voter Details to
determine the issue. If necessary, refer the voter to the Help Desk (Chairperson or Co-
Chair).

28 QAT Clectronic Pallbock - ] -
File [Edit | View Repors  SysAdmin  Help

Election: 117052019 - NOVEMBER CONSOLIDATED - BOHEMIA TOWNSHIP Precimct: 00001
Vorter Search Varer Datalis Lisr of Vorars
DLM § Hame: Search ]
Hame: MCOVF, CARROLL CF SAR DOH: OS0HAE0 ;
Thiz Precinet | iy, Unlistad 5
| Other | unisted | Address: 25750 DISHNEAL AD Precinct: 06001 :
These volers an: localed withan sclecied inner precinch sk BASS CITY M1 459408 'I
Woter Mame DOB = Dallot Styla: 1
T MCQVE, CANDACE CLARENCE (4729/1980 ) E . . . .
MCOVF, CANDICE CLARA DRIDAITSAD Gender: | Temp || Pem | Reg.Date: Ll
MCOQVF, CAPRI CASIMER 07M05/1880 :‘01_“':_9 _ ROUSSEAL TOWN HALL Eff. Rg.Date:  01/232018
7 MOQVF, GAREAL CASCIANI  0701/1980 ORI e HOUSSEAL HD
MASS CITY bl 45340
MCQVF, CAREM CLEOPHIS 071711980 = Geography
MCQVF, CAREY CHERIAE DE/10/1880
REG MCGQVFE, CARI CAITLIN 052111980
MEQVE, CARIN CORIANTON 08231980 If you need to perform an action for this voter, such as Issuing or
MCQVF, CARINA CORDAI 071&M9ea spoiling a ballot, then you must first LOCK THIS VOTER by clicking
MCOVF, CARL COLLOPY 44131880 this button:
MCOVE, CABLA CASEY Q301980
T MCQVF, CARLENE CHARLENE 05A17/1980 H
MCOVF, CARLETTA CODY NGANAM8AR0 ank thls ther record
REG MCOVF, CARLOS CATRICE 07281880
7 MCGVF, CARLTON CILVESTINE 08271980 If you do nat LOCK this vober, then you cannat perform any actions for this
MCQOVF, CARLY CHARICE OR10/1980 vafar, amd no changes will be recordad for this voler
MCQVF, CARMELA CLYDE (52801980 R ———
MCCGVE, CARMEN COLLEEN Q311980 g -
7 Bl E (B Wlﬂ{"' m1{lsuu Fequiar ballot [O0OTO003] isswed at the precinct
MCGVE, CARCL CORLYSLE 050711980 WVOTING STATUS: Vated in precinct using a Reqular baliat
MCQVF, CARDLANNE .
CHARLES D4021980
MOOVE RARO F CARRO MAI2414RN

>
Absentee Ballot sent by clerk
This voter was sent an absentee ballot. The voter must surrender the absentee ballot
or complete the Affidavit of Lost or Destroyed Absentee Ballot after approval from the
Clerk. Process as a Regular ballot and allow voter to tabulate ballot as usual. Place the
AV ballot (write surrendered on it) in the Local Clerk envelope or if voter does not have
the absentee ballot to surrender, have the voter complete the Affidavit of Lost or
Destroyed Absentee Ballot and place in the Local Clerk envelope to return at the end of
the night.

Absentee Ballot [00000103] sent by clerk--Voter must surrender ballot or submit

affidavit.
WVOTING STATUS: Did not vote in precinct.

Absentee Ballot sent/received by clerk

11



This voter was sent an absentee ballot and returned it to the Clerk. DO NOT issue this

voter a ballot as they have already voted.

Absentee Ballot [00000108] sent/received by clerk--Do not issue ballot.
VOTING STATUS: Did not vote in precinct.

Voter’s status is CHALLENGED: Age, Citizenship or Residency
This voter has been formally challenged and must complete the challenge process

before being issued a challenged ballot. Seek assistance from the precinct chairperson

to complete this process. The EPB processing is the same as a regular voter except
Challenged ballot is selected in the Issue a ballot box. A CHAL will appear next to the
voter's name after processed.

Voter's Status is CHALLENGED: AGE

YVOTING STATUS: Did not vote in precinct.
Woter's Status is CHALLENGED: CITIZENSHIP
VOTING STATUS: Did not vote in precinct

Water's Status is CHALLENGED: RESIDENCY
OTING STATUS: Did not vote in precinct.

Must show ID before voting (Federal Requirement)

This voter must show photo ID or a paycheck, government check, utility bill, bank
statement, or a government document which lists his or her name and address (if no
photo ID but provides one of the documents listed above, must sign the Affidavit of
Voter Not in Possession of Photo ID as well) prior to being issued a ballot.

Must show ID before voting (Federal Requirement)
VOTING STATUS: Did not vote in precinct.

Voter’s Status is VERIFY: Sign Registration Card
This voter must sign a voter registration card prior to being issued a ballot.

Voter's Status is TO BE VERIFIED: SIGMN REGISTRATION CARD
WVOTING STATUS: Did not vote in precinct.

Voter’s Status is VERIFY: Address Unclear, Confirmation Notice, or

Surrendered License
This voter must verbally confirm the address listed in the EPB. If the voter does not
confirm the address, the procedure for voters that have moved must be taken.

12



Voter's Status is TO BE VERIFIED: CONFIRMATION NOTICE
VOTING STATUS: Did not vote in precinct.

Woter's Status is TO BE VERIFIED: SURRENDERED LICENSE
WVOTING STATUS: Did notvote in precinct.

Voter’s Status is VERIFY: Confirm Citizenship

This voter must complete a voter registration card and mark yes on the citizenship box.

If the voter marks no, DO NOT issue a ballot.

Voter's Status is TO BE VERIFIED: CONFIRM CITIZENSHIP
VOTING STATUS: Did not vote in precinct.

Voter Message: Challenged Ballot

When the EPB indicates in red text that an inspector action is required to record a
voter’s ballot as challenged, perform the actions listed below.

(These voters registered within 14 days of the election with an alternative form of
residency verification.)

Election Inspector Action Required - This voter's ballot must be recorded as
Challenged
VOTING STATUS: Did not vote in precinct.

13



To issue a Challenged ballot:
Pull the voter’s record up in the EPB software, lock it in if necessary and:

O click Challenged ballot

(2 Verify the ballot number being issued is correct or enter the ballot number and
click OK

Issue a ballot Other actions
Regular ballot Record an absentee ballot
Affidavit ballot-provisional Spoil a ballot

Envelope ballot-provisional
Reject a ballot

/ Challenged ballot
i ball
UﬂdD |U||-|d::| '[J:'th”‘lg ti ssue 3 ballot

* Unilock this voler withouk perﬁjrmiré You are about to issue a Challenged Ballot to:

g ‘MCDVF, CACHE CORINA 07/14/1980 ¢
[0 VAT Ballot? |
This ballot number will be assigned: 0007000518

OK mCanceI

Note that the Voter Status window shows that a Challenged ballot was issued.

Challenged ballot [00070005] issued at the precinct.

WVOTING STATUS: Voted in precinct using a Challenged ballot. &

IMPORTANT NOTE: The Challenged ballot procedure for these voters is different
than formal challenges. Outside of the EPB, perform the following steps when issuing
the challenged ballot:

1. Write the ballot number in pencil on the upper left-hand corner of the ballot, being
sure to avoid any barcodes or timing marks (not on the ballot stub).

2. Conceal this number with a small piece of white paper taped over the number.

3. Use the Challenged ballot button to enter the voter’s ballot number into the e-
Pollbook. If your precinct has more than one ballot style, issue the ballot style noted on
the receipt.

4. The voter will then vote the ballot and place the ballot in the tabulator as usual.

Processing a Spoiled Ballot

A voter may request a new ballot if needed and a new ballot must be issued, no matter

how many times the voter requests a new ballot. The voter should write “SPOILED” at
14



the top of their ballot, remove the stub, and place the ballot in the Spoiled Ballot

Envelope. Change the Application to Vote to note the new ballot number and record the
new ballot in the EPB software.

To spoil a ballot:
Pull the voter’s record up in the EPB software by typing the voter’s name into the

DLN/Name field, entering the last name first, select the voter’s name, click Lock this
Voter Record and:

O cCiick Spoil a ballot

® Click OK - the software will automatically enter the ballot number you are
spoiling.

©® clickok.
Issue a ballot Other actions
Regular ballot Record an absentee ballot
Affidavit ballot-provisional Spoil a ballot 0

Envelope ballot-provisional

Reject a ballot
Challenged ballot

Undo Undo (Issuance of regular ballot [00070006])
* Unlock this voter with P
You are about to spoil a ballot for:
‘ MCQVF, CALEB CECIL 08/01/1980
The number of the ballot to be spoiled is: 00070006 IS
OK m Cancel
OWF Electronic Poll Book >

Spoiling of ballot is complete, Please issue a new ballnt.g

After the ballot is spoiled, the remnot process must be used to
issue a new ballotto the voter.

Once the process is complete, verify the recording was done properly by looking at the
Voter Status screen and the List of Voters.

inct [Spoiled]
Regular ballot [00070009] issued at the precinct. . 15
VOTING STATUS: Voted in precinct using a Regular ballot. List of Voters

# Assigned To Ballot



Find a Voter in Other

Precinct in Other Tab
Election inspectors can look up
voters throughout the
jurisdiction, not just in the
precinct they are working. If the
voter does not pop up after a
search, click on the Other tab. If
the voter is registered to vote
within the jurisdiction, click on
their name and view their polling
location. Explain to the voter
that they are registered in a
different polling location and/or
precinct and direct them to the
appropriate location. Be sure to
click back to the This Precinct
tab before processing the next
voter.

Add an Unlisted
Voter

P

Find a Voter Not Appearing On This Precinct List

DLN f Name:

Voter Search

MC]

Search

This Precinct Other l Unlisted ]

These voters are located outside of the selected inner precincts:

Voter Name

MCCASLIN-MCQVF, HAROON_.. 08/13/192-

DOB

MCQVF, A ANTONIO 01/26/1947
MCQWVF, AARON ARIELLE 01/12/1947
MCQVF, ABAGAIL ALEERT 02/16/1947
MCQVF, ABBY ARLINE 05/08/1947
MCQWVF, ABDULAZIZ ALFONZO 03/14/1947
MCQVF, ABIGAIL ANNA 01/08/1947
MCQVF, ADA ADINA 03/30/1947
MCQVF, ADALISA ALLENE 05/09/1947
MCQVF, ADAM ARTHUR 01/13/1947
MCQVF, ADELA ABRAHAM 05/10/1947
MCQVF, ADELIAH ARMEN 04/01/1947
MCQWVF, ADELITA ALLYN 02/07/1947

03/03/1947

MCQVF, ADOLFO ANGEL

E e

A muE ol s (NN ilalale T

If a voter is not found under the This Precinct tab or the Other tab, the citizen is not

registered to vote in the Qualified Voter File (QVF) for that jurisdiction. Refer the voter
to the Help Desk . The chairperson, with the assistance of the Clerk, should determine

whether the citizen is eligible to vote. If it is determined that the citizen is a qualified
voter that should vote in that precinct, they must be added to the list.

To add a voter to the list:

]




@ Clickthe

Unlisted tab iehor oo
_ DLN { Name: |p,1r;[:w|: | Search
® Click New :
Thes Precinct 1 Other  Unlistad
9 Entel’ the These volers are entered manually:
voter’s information . Voter Name DOE ‘
O clickok

After the voter is
added, a ballot
number must be
assigned. The Clerk
will provide
guidance on the
type of ballot to
issue the voter. For
voters with a receipt,
see the next section
of this manual,
Process Unlisted
Voter with a
Receipt.

IMPORTANT NOTE: Ballot numbers must be manually entered for unlisted voters
and the next regular ballot issued will need to be adjusted, it will not auto advance.

2 T

|{I miate hing volers

ol Unlisted Voter

Last Name- e

First Mame:

Middle Name:

St

DOE:

Addrass:

Voter Recsipt: (]

License.

Ok Cancel
|
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Processing an Unlisted Voters with a Receipt

When a voter is not found under the This Precinct tab or the Other tab and they were
registered by the local clerk’s office after the e-Pollbook was downloaded for the
election they must present the Clerk’s Office Voter Registration Receipt. The voter
must be added to the EPB from the Unlisted tab, then a ballot can be issued per the
instructions on the receipt.

Clerk’s Office Voter Registration Receipt

JACQUELINE BEAUDRY - CITY CLERK

ANN ARBOR CTTY

101 E, HURON 5T, Registration approved by
ANN ARBOR MT 4107-8647

ELECTION 4122019

Thie Tollowing woter was registerad to vote on4/5/2019  ard should be issued a3 CHALLENGED ballot:

To add a voter to the list:

O Clickthe I
Unlisted tab DLM | Mama: ||'-,1|3.::|-.,-|: | Search
@ Click New This Precinct | Other  Unlisted
9 Enter the These voters are entered manually:
. . Voter Name DOB |

voter’s information

. 85 Unlisted Yot
O cClickthe i

“Voter Receipt” box elastﬂama MoavF |
to enable the option
and the cursor

First Mame: |J{]HN |

automatically Widdlo Namo: |DOE |

moves to the Suffix: |

License field : :

6 I the vorer DOE: 4/1/2000 |

has a DL/PID, swipe Address |123 MAIN 5T |
the DL/PID or scan IMASS CITY, MI 49948 |
the barcode to add Voter Recsipt:

the ID number and Licensa IM123456759099| |
the Unlisted Voter

window will i Ok Cancel

automatically close.  [omatchingvoters s :
The ID number can

also be hand-

typed, then click OK.



After the voter is added, a ballot number must be assigned. Follow the instructions
provided on the receipt to select the correct ballot type button (Regular or Challenged).
If the receipt says that the ballot must be prepared as “challenged” perform the
following steps:

1. Write the ballot number in pencil on the upper left-hand corner of the ballot, being
sure to avoid any barcodes or timing marks (not on the ballot stub).

2. Conceal this number with a small piece of white paper taped over the number.

3. Use the Challenged ballot button to enter the voter’s ballot number into the e-
Pollbook. If your precinct has more than one ballot style, issue the ballot style noted on
the receipt.

4. The voter will then vote the ballot and place the ballot in the tabulator as usual.

IMPORTANT NOTE: You must manually enter ballot numbers for unlisted voters,

and the next regular ballot issued (for that ballot style) will need to be adjusted; it
will not auto advance correctly.
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Processing Other Voter Types

Process a Voter Challenged by a Challenger

If a voter is challenged by a Challenger, the voter must be issued a Challenged ballot
and that Challenged ballot must be recorded in the EPB. Please note, the Challenge
must be directed to the chairperson and all steps must be carried out prior to issuing
the challenged ballot. Follow the instructions below to issue a challenged ballot in the

EPB software.

To issue a Ballot to a Challenged Voter:
Pull the voter’s record up in the EPB software, lock it in if necessary and:

© Click Challenged ballot

(2 Verify the ballot number being issued is correct or enter the ballot number and

Click OK

Regular ballot

Affidavit ballot-provisional

Envelope ballot-provisional

o Challenged ballot

Undo do (MNothing to undo

lssue 2 ballot Other actions

Spoil a ballot

Reject a baliot

‘* Unlock this voter without performing any act | MCOQVE, BAILEY LYMN | 1725/ 1961
This ballot number will be assignead 0000002 RE
% ok EJcancel

IMPORTANT NOTE: The ballot number must be written on the physical ballot and
covered with a piece of paper or post-it tapes. In addition, full documentation of the

Issee a baliot

You are about to issue a Challenged Ballot to:

challenge must be recorded in the paper binder pollbook.

20



Record a Voter Assist Terminal (VAT) Ballot

When a voter requests to use the Voter Assist Terminal (VAT) to vote, issue a blank
ballot (without a numbered stub). Since they will make their selections using the VAT
which prints their votes on a blank ballot, they will not receive a regular ballot with a
traditional number sequence.

To record such ballots in the Electronic Pollbook, search for the voter in the EPB as
usual and select a ballot type to record. When assigning this voter’s ballot number,
indicate that it is a VAT Ballot by checking the VAT box. This action tells the system to
use the blank ballot numbering sequence when auto advancing. If it is the first VAT
ballot of the day, enter the first ballot number of the blank ballot stock. VAT ballot
numbers will advance automatically like other ballots do when the Auto Advance option
Is enabled and after the first number is entered.

To record a VAT ballot:
© Click the button for the kind of ballot being assigned (Regular, Provisional...)
® Add a checkmark to the VAT box

© i this is the first VAT ballot of the day, enter the ballot number (ex: V0001),
otherwise, confirm the VAT ballot number matches the sequence and click OK.

lszue a ballot

You are about to issue a Regular Ballot to:
MCQVE, RANDALL RUDOLPH 02081993

e & VAT Ballot?
This ballot number will be assigned: =

80001 -
OK E Cancel e

Record an Absentee Ballot

If absentee ballots are processed in the precinct and the Clerk has instructed entry into
the EPB software versus using the paper Addendum List of AV voters, follow the
instructions below to process the ballots in the EPB software.

To record an absentee ballot:
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Pull the absent voter’s record up in the EPB software, lock it in if necessary and:

1. Click Record an absentee ballot

2. Verify ballot number (enter if not auto filled) is the same as assigned and click OK

Once the process is complete, verify the recording was done properly by looking for AV
next to the voter’'s name, the Voter Status screen and the List of Voters.

Mabimi: MCOVE, RALEIGH GRANT

Addrass: 25343 ISHNEAL RD
MASE CITY T 45548

Palling
. ROUSSEAL TOW Fall
Location : 573 ADUSSEAL RD

MASS CITY Y 49846

lssue a ballot

Regular ballot

Vaoner Derais

(wamedai: W1 | Temp | Pam Ry, Oaga: 101016

[HOE: 1025458

Frocing; w0

[Ballot Style: 1B

Eff. Rg.Dabe: 1010016

Gaography

Oiher aclions

o Hecond an abseniee ballot

Ardavm bakot-provasional

Ermvelape balob-pravisianal

hoe o balk=t

You are aboad bo rescord an Absendas Ballal for:
MCONF, RALEIGH GRAMNT 104081958

Challenged baliol
Linclo qhs balkal rumbsar wil be assignad 0000105
H Unlock s voler vathoul pedormis LK ﬂcm'
-.I:l.":;.l'_""ll:"l: :.7'||}I (M) :i“'“'_' SETRITECENEd Oy C |'_"1-..- I_ & Mg BS51LE |-;I|"-'
NOTE: If WOTING STATUS: Dad nof vobe in precinct

processing

a FWAB or electronic MOVE or ACCESSIBLE ballot, simply accept the regular AV
ballot number assigned or enter the AV ballot number assigned by the clerk.

Avoid or Correct Mistakes
If a voter is selected in error, simply click Unlock this voter without performing any

action to return to the main screen.

* Unlock this voter without performing any action

If an entry mistake occurs, whether the wrong ballot number or the wrong voter was
issued a ballot, using the Undo function will aid in correcting the mistake.
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To correct a mistake:
1. Search for the voter, using the DLN/Name search box
2. Select the voter

3. Click Lock this voter record Voter Details

4. Click Undo

5. Click Yes Name: MCQVF, RANDALL RUDOLPH DOB: 05/08/1993
Address: 2258 STATE HIGHWAY M35 Precinct: 00001

MASS CITY MI 49948

Ballot Style: 1B

Gender: I Perm | Reg.Date: 05/12/2016

Polling Eff. Rg.Date: 0B/M11/2016
Locatinn - ROUSSEAU TOWN HALL
Confirm
Geography
Undo the following action:(Issuance of regular ballot
| | [oosooo1)
5
n absentee ballot
Yes Ma
Affidavit ballot-provisional Spoil a ballot
Envelope ballot-provisional
Reject a ballot
Challenged ballot
Undo Undo (Issuance of regular ballot [000900017)

* Unlock this voter without performing any action Voter Remarks Label

Notice the action you ale:gindoing i®uodorackets Baxt ta-the: Undo button and in the
confirmation box. Use tHe Application (sjetorviatentd s aréeyder Bretmaking the
correction properly. The Undo function should not be used to aftempt-to fix major

mistakes. Call the City-Cterk*s-OfffceASAPat{ 734)466-22361

Important! Important! Important!

The next ballot number must be manually entered.

The Undo feature should be used with extreme caution. The potential for errors
increases greatly when this function is used. The Undo option should only be used to
correct the last voter transaction. If multiple corrections are needed, contact the City
Clerk’s Office for assistance before proceeding.

Make a Remark



Any time a correction is made, a remark should be entered. In addition, remarks should
be made throughout the day to document events that happened in the polling place that
are significant. Providing this information aids the Clerk in understanding what took
place throughout the day. There are two types of remarks General or Specific, be sure
to use the correct type based on the comment you need to make.

To make a general remark:

1. Click File (or the General Remarks button and skip to step 3)

2. Click Remarks

3. Click New

4. Enter Remark. (Be very detailed when recording remarks!) The EPB automatically
records the date and time of the entry; however, if entry of the remark is delayed from
the time the event occurred, then include the time the event took place in the remark.
5. Click OK

6. Click Close TT[S‘VUIEI'TE‘CUI’U_‘

cter, then you cannat perfonm any actions for this
Il be recorded for this voter.

‘ General Remarks )

Usa this screan to record any genaral remarks Ej Close
| DateTime User Remarks ‘ '
B5 Remarks >

©

Eemarks =
Use this screen to recard any general remarks @ Ei ——
| DataTime e Beomarks

0611112018 10-25:45 s

¢

6

OK mﬂanc:el
- El
ecora @ oo

To make a voter remark:
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Pull the voter’s record up in the EPB software, by typing the voter’s name into the
DLN/Name field, entering the last name first, click Lock this Voter Record and:

1. Click Voter Remarks

2. Enter Remark. (Be very detailed when recording remarks!) The EPB automatically
records the Voter Name, Voter Number, and date and time of the entry, however,
adding the time is recommended as the EPB is not always available for remark entry at
the time the event took place.

3. Click OK
Undo Undo (Rejecting of ballot [00000007])
* Unlock this voter without performing any action [ Voter Remarks | Label

Regular ballot [00000007] issued at the precinct. [Rejected]
VOTING STATUS: Did not vote in precinct

2y Eemarks

g ok  EJcance

* Unlock this voter without performing any action

If there are no other actions to perform on that voter, Unlock the voter and proceed to
process the next voter.

Reject a Ballot

A ballot is rejected only in a situation where a voter will not be issued a new ballot.
Valid reasons for rejection are:

25



» Exposure - A voter intentionally exposed his or her marked ballot to others at the
polling place.

» Missing stub/ballot number does not agree - It is discovered during the ballot serial
number verification process that the stub on the ballot that was issued to the voter at
the polls is missing or bears a different number than the number recorded on the
voter’s Application to Vote.

« Ballot was left in booth/voter did not tabulate - A voter neglected or refused to
tabulate his or her ballot.

If any of these situations arise, a voter may not be issued a replacement ballot. The
ballot must be rejected.

To Reject a ballot:

Pull the voter’s record up in the EPB software, by typing the voter’s name into the
DLN/Name field, entering the last name first, click Lock this Voter Record and:

1. Click Reject a ballot

2. Verify ballot number is the same as assigned - Click OK

3. Click OK

4. Record a Voter Remark (See previous page) that includes the reason for rejection

The EPB software will not allow another ballot to be issued to a voter with a rejected
ballot. If a ballot was mistakenly rejected, the rejection must be removed by using the
Undo button.

Mark Unissued Ballots Defective

If a ballot becomes unusable and it is within the number range being used, record it
defective in the EPB software to ensure balancing at the end of the night.

To record defective ballots:

© Click File

@ Click Un-issued Defective Ballots
© Click Render Ballots Defective.

O select the ballot style, enter the ballot number range, and record the reason the
ballot is defective.

© cClickok
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® Click Close

5k OVF Electronic Pollbook
File | Edt View Repart-: '53,".-. Ldn

I - -
ﬂ' Unasuets Uelediva Salletr

Use this screen to record un-ssued balots that are rendered defectve. | I Closo |

T R wee s s
wy Define @ new range of defective ballots

Eallot Style: 1B v

Baliot Number Range: (00000009

A A fer= o H

Hemarks:

a
|
g
|

After The Polls Close



After the close of polls on Election Day, data processed in the EPB software must be
saved one last time to the encrypted flash drive and reports must be generated to
complete the paper binder pollbook. The EPB software generates the three reports
necessary for completion of the paper binder pollbook/official record of the precinct in
just a few steps. Those reports include the Ballot Summary, the List of Voters, and the
Remarks report. After reports are saved and printed, save voter history in a manner
that can easily be uploaded into the Qualified Voter File (QVF) in a matter of seconds,
ensuring accurate recording of voters in the master voter registration database.

Important! Important! Important!

Review and complete the next six required steps.

1. Save one last Backup file

2. Save Voting History (This is a frequently missed step, so please pay extra attention
here!)

3. Save the Ballot Summary Report

4. Save the List of Voters Report

5. Save the Remarks Report

6. Look at the files saved on the flash drive and go back to save anything that was
missed.

Save Backup

After all voters have been processed in the EPB, perform one last Backup to ensure all
data is saved to the encrypted flash drive.
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1. Click File
2. Click Backup
3. Click Backup
4. Click Yes
5. Click OK

Backup

2 cose

This feature allows you to backup your Electronic Pracinct List |
{Poll Book data inlo a separale backup file, preferably stored on
|REMOVABLE MEDIA, such as a USB drive or a CD. You should
|da this from time to time 50 you will have an up-to-date backup
{that can ba restored in the unfortunate event that you should
expanence a calastrophic failure with your computer that results |

in a total loss of data

Backup File:

E-\Electiondate’\EFB. accdb EI |

a Backup

Py Close

HEMD II FRl - RACTall mrsmbs e m IO Aehar s 0 e
{ ;

do thus fi Corfirm

that can|

exXper

i E IGT 0 EElectiondate\EPB.acodb already exists, Cwenwrite?

s teaturs allows you to backup your Electronic Frecinct List /
Pol Book datainto a separale backup file, preferably stored on

ol
up
id
sLlts

R @1 ~

(EE oy PSS

QVF El=ctrom:

c Poll Book

| Backup Fini

shed successfully.

|

Save Voter History: Redirection Action Required!

After all other reports are saved, save the voter history to the flash drive. The clerk
needs to use this file to update the voter registration files in the Qualified Voter File
(QVF) recording who voted on Election Day.
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To save Voter History: 5} QVF Electronic Pollbook
File | Edit View Reports Sys Ade

1. Click File Un-lssued Defective Ballots
_ ) Femarks €
2. Click Save History e Save History

3. Redirect the file by clicking on the flash drive under This PC, then double-click on the
Election Date folder. The file name should say epb_history with no preceding d:\

If d:\ is still in the File name, click the cursor at the beginning of the File name field and
use the Delete key to delete the d:\

4. Click Save
e}
LISE Diiuk Eld Jate

E t : B |
Dlectionfate
LAM Frizad FPE_Peckage |1
Hew Teider

i Onallnee

S Thas PL

o LI5B Drive i

9 Electsanllate
s ——

W £ ¥

File nema  £pb_Feplary

Seer s type  TIP Files (™ol

A Hade Bolders ﬂ Saew Cancwl

Please note: the history file is now a compressed .zip file, no longer a .csv file type.
You will no longer be able to open or proofread this file, only upload it back in QVF.

A user double-clicking to open the file will see the following error.
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fur UNENDETISD &TIF 15 KBEig YU roem Copsinag The Rke, M s OomTinges
W0 Mt T S0P, PO Can L L STTO DOSE 1D Shand® 107 halp with hes

Windows CRiid] (OMpIEE Th Eraction EFg D tat e

3 § Flaks o G770 1 430 Py
ha desiinaiion fike could mod be creabed e ik 3 A8 P

Ballot Summary Report

The Ballot Summary documents the total number of ballots assigned to the precinct
and how each ballot was used. You already recorded spoiled or defective (F), rejected
(G) and Provisional “envelope” (1) ballots and the software enters those numbers. The
designated inspector enters the remaining numbers, and the EPB software will

calculate and balance the Ballot Summary. Type in numbers carefully and use the Tab
key to move between fields.

To complete the Ballot Summary:
O Click Reports. nook

Reports | Sys .ﬁ._nf.!r_n_!_rl_Htlp 31
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® Click Ballot Summary

Enter the Number of ballots delivered to the precinct for each ballot style:

© (A) Enter the Starting number and the Ending number of the first ballot style (this
step will be done for you). If using more than one ballot style or if any VAT ballots were
used, tab to create a new line and repeat the process until all styles are listed. The
Count will be calculated automatically. Click on the end of the file path.

g5 Ballot Summary Report e
(4] Py Close
(B) 5

NUMBER OF BALLOTS DELIVERED TO PRECINCT.
A Mumber of unvoted ballots delivered to precinct:

| Style | Starting Mo. | Ending Mo. | Count | m Delete
(ol 1A 00001007 | 00001100 100
18 00000001 | CO0G0100 100
VAT 00050001 | 00030100 100
Total = 300|
Q B: Mumber of AV return envelopes received by board 1
C: Total | 3@1|

Enter the Number of AV return envelopes received by board, if absentee ballots are
being processed in the precinct. If absentee ballots are not being processed in the
precinct, this box will already be completed with a O.

Enter the Number of ballots at close of polls:
(5 (D) Enter Number of ballots tabulated from the Tabulator Public Counter reading

(6 (E) Enter the Number of AV ballot envelopes delivered to precinct which did not
contain a ballot or were not processed for any reason, if absentee ballots are being
processed in the precinct. If absentee ballots are not being processed in the precinct,
this box will already be completed with a O.

(7] (H) Enter the Number of ballots used by election inspectors for ballot duplication.
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NUMBER OF BALLOTS AT CLOSE OF POLLS:

e D: Numiber of ballots tabulated (Enter Tabulator Public 4
Counter reading)
e E- Number of AV ballot envelopes delivered to precinct 0
which did not contamn a ballol or were not processad
F: Number of ballots reissued to wolers who spoiled 3/
their ballot al the poling place (Spoled or defechve ' '
ballots)
G: Number of ballots rejectad [ 1|
o H: Number of ballots used by election inspectors for 0

ballol duphcation

[ Mumber of provisional envedope ballots issued ' 0|

e J: Number of UNUSED BALLOTS:

Sty Staring No. | Ending Mo, | Cound ki Delete
1A DODTECT | DN TEG 104
18 00000012 | 00000100 a5

LI VAT 00030002 | DOO30100 #

| Preview |E

(8 (J) Enter the Number of Unused Ballots by entering the Starting Number (the
next ballot that would be issued) and the Ending Number of the unused ballots. If using
more than one ballot style, tab to create a new line and repeat the process until all
styles are listed. Tab out of the box or place the cursor in a different box to make the
totals calculate.

SCROLL DOWN AND STOP! L SHOULD =0

L. Diffsrancs ( b )

o [ -

If L is not O, double check items 3-8 and ensure everything was entered correctly. If

there is a known reason for not balancing and it is unable to be resolved, a detailed

Remark must be made to explain to the Board of Canvassers why the precinct does
not balance.
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© Click Preview

bl et - BTATE (STl - S0 Tirh NS
[

The Ballot Summary report will pop-up after BALLOT SUMMARY
clicking Preview. Be sure to review the summary to e
ensure all information was entered correctly and S et ettt et
that the summary balances (Line L = 0). Line L -
may appear on a second page, so click the arrow to el T
view the next page if necessary. s e

At this point, the Ballot Summary must be saved to ¢ et s v o e
the encrypted flash drive. The reports will be P e e ey
printed by the receiving board. B ':33.'31'.?:'?:”? S
To save the Ballot Summary: W e

1. Click the disk icon and PDF w  mwe wwm e

2. Double click the [ElectionDate] folder in the D e e :

encrypted flash drive (Removable Disk E:). Drive
letters may vary.

3. Click Save S
Save bg x
: = '!“ » USE Drive .. » BOHEMIANDW1S w 0 Search BOHEMIANow13 -
Orgenize = Mew folder Bz -
BOHEMIAMovIE®  Hame = Dite modfied i
G610/ 2019 H57 PA File tolder

#s Report Preview [Ballot Summary]
1 of 2 b M ||| 100%

BOHEMIANDIE
| Pics wx >
After the Ballot Summary has been saved,close out of the preview screen, and closg
the Ballot Summary screen as wells=type wr ¢ 7

\v

List'6f Voters Report .-
To save the List of Voters:
1. Click Reports
2. Click List of Voters

3. Click the disk icon and PDF

ﬁpﬁg.| Sys Admin  Help

Remarks o5l Report Preview [Voter List]
List of Voters - | 1 of 1 i (- | 100% -




4. The [ElectionDate] folder selected for the Ballot Summary should automatically pop
up. Always check to make sure you are in the encrypted flash drive and the correct
folder before clicking Save

After the List of Voters has been saved, close out of the preview screen.

11AE2018 - STATE GENERAL - BOHEMIA TOWNSHIFP
FRECINCT o0dm)

LIST OF VOTERS

1 MCOWF, LISA ANNE QOOCON0Y Spailed
Oa0o00os

MCOVE, RALHGH GRANT 00000106 Abseniee Ballot

Remarks Report

wl o ol i @i;i &
iz
3
5

Remarks recorded in the EPB software using the General Remarks and/or Voter
Remarks are saved in a report also and must be saved to the encrypted flash drive.

To save the Remarks report: Reports | SysAdmin  Help

1. Click Reports diccnii |

2. Click Remarks i et e flirmni e

3. Click the disk icon and PDF 1 of1 & - 100% E
4. The [ElectionDate] folder — oF |
selected for the last two reports

should automatically pop up.

Always check to make sure you are in the encrypted flash drive and the correct folder
before clicking Save
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NOTE: There must be one recorded Remark for the report to save.
To preview the Remarks Report.

REMARKS

Disle | Thme [EE*3 osla-r W Waler N o aem A

After the Remarks report has been saved, close out of the preview screen.

Ensure Files are on Flash Drive

To verify files have been saved on the encrypted flash drive

© Click on the file folder icon to open Windows File
Explorer

® Click Removable Disk (E:) Drive letters may vary

© Double Click the [ElectionDate] folder
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O You must have the following files:

File Name | File Tyne

EPB Back Up ACCDE file
EPB_History ZIP file
rptBallot Summary PDF file
rptRemarks PDF file
rptVoter List POF file

You may also see the following files in your folder:

rename lpenpe

EPB_Package File Falder
EPB_Package Campressed (Hpped)
Final Steps

Close the program for Electronic Poll Book.
Shut down the laptop.
Remove the USB flash drive.

O 0O 0O O

place into in the laptop front pouch to deliver to the receiving staff in the garage.

[0 Place the laptop, power cord, mouse and magnetic card scanner in the laptop
case.

Place the USB flash drive in the “End of Night” envelope, seal with a red seal, then

[0 Place the surge protector with the precinct’s other electrical cords in the bottom of

the tabulator.
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