~ Dual Electronic Poll Books ~ EPB
Election Day Set-up & Operation

Opening Checklist:

O Unpack your Electronic Poll Book. In your bag you should
have the following:

(2) Laptop Computers

(2) Dual EPB Instruction Manuals
(2) Power Cords

(1) Red Cross-Over Cable

1)
(1) USB Flash Drive & (2) Password Sheets
(Red Sealed Envelope in Side Pocket)

O Unpack the Scanners, Mice and Mouse Pads for both EPBs,
from the bottom of the tabulator.

|:| Connect the mouse and scanner to the EPB.

[ Attach Power Cords to the EPBs and then to the extension e
cord with the surge protector and plug into an available . '

outlet. <=
O Plug the Red Cross-Over Cable into the MAIN EPB and then \ g—
into the SECONDARY EPB by gently pulling the flap on the ]
right side of the laptop and inserting the cable. IMPORTANT:
Please be careful when plugging in the red cross-over cable
as well as removing it at the end of the night. Take the time to
depress the clip to remove the cord without breaking it.

O Turn on both laptops
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J when your computer is completely turned on and you will see
the main screen with the City Seal, plug the USB Flash Drive
into the MAIN EPB.

[ if the window to the right appears stating
the drive is not accessible, click ok, then v X
click on the “Unlock drive D (letter drive
may vary) notification in the black box.

Location is not available e
[ The BitLocker password screen will 9 e :
. . D\ is not accessible.
appear. Type in the Password and click
“Umock_” Access is denied.
O vour password will be “Westland#” and then

your precinct number. Example: Precinct 23 =
Westland#23

[ click on “Unlock” and your files will open.

4+  Unlock drive D:

his drive is BitLocker-protected

BitLocker (D:)

More options

)
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ml; nothing appears automatically after inserting
your USB flash drive, click on the file folder icon
on your task bar.

belanizgy
[ Double click on the USB Drive icon on the & ot o msk
MAIN EPB (found in two places, use either o [ TS
@ one). You will see a little padlock on it indicating R 3D Objects S

that this is the secure drive you need to use on & Downloass » |

Election Day. rrﬂw 3o ) Music
' Music e
E"."ldzu:. ﬁ e

[ The BitLocker password screen will appear. - This

1 H “ ” « Devices and drives (2)
Type in the Password and click “Unlock. B 30 Cojects Wiretews (€1
Bl Cesitop = [ ]
A Corumants b 202 G frae of 237 GB

& Lownloads
O vour password will be “Westland#” and then J v
your precinct number. Example: Precinct 23 =
Westland#23

[ click on “Unlock” and your files will open.

BitLocker (D:)

More options
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Cda yellow folder will be created for each election
and will be named for the election. Example:

| & [l = | KiNGSTON (D)

u Home Share View
! 1 f Cut
=2 g2
= Wi Copy path
toQuick Copy Paste

= 3 T New item ~ T Open ~
EE| !ﬁ EE] o n
* x i Edit

1 | Easy access ~

EH select all

Select none

iccess 7| Paste shortcut h:svvg Ctzpvy DEIvEtE Retane f:\eduzr Pmpfmes £ History :F\nvertse\e:t\on
City General o SN
i i [ Desktop A [ Name £ Date modified Type Size
D DOUb'G CIICk On the electlon'named ye"OW |5 Documents City General 3/24/2025 4:19 PM File folder
folder and then minimize the screen by clicking e
on the button in the top right corner. = Pictures
B Videos
a3 Windows (C:)
o KINGSTON (D:)
= clerkofc (\\wina:
[ on the main screen of both % e
computers, double click on the T ——— B N
N . =rFrm -~ D= tem item selectes
QVF Electronic Poll Book icon. E ':"'é."'r"l" P
WJDE, ‘reimburs...
Login
D Enter the Encryption Password for this election. You will — Please enter the encryption password selected when
find the password located on your Password Cheat Sheet 1 pp I
found in the same envelope as your Encrypted Flash Drive.
Remember: A" paSSWOFdS are case SenSitive and the same Please enter a useiname and password to login:
for both computers! 2 Hiot Haws. (Admin |
User Password: [+ | Enter
D Enter your User Name and User Password. You can use Note: This application shuts down at lly afer four ful login attempts
the Password Cheat Sheet to keep track of users through St of i Logon Notcs - PLEASE READ CAREFULLY 2
This information system s the property of the State of Michigan and is restricted to authorized users. By
th e d ay‘ mm:g h? this nmﬁcau;r\_ yo?hare consenting lzmmnmmlg and rfcodrﬁr?dal all activities mndu;ted
reco'rmdeclis copied and T};e?;‘ur al.’;hmzed uumze: mU::n);\h:nled use of the system is D:;::;; and
D . . . [ e e e i S e Imai Vo G
Verify Election Date and Precinct number. See example m—
below.
I
) QVF Electronic Pollbook
File Edit View Reports Sys Admi Help
Election: 11/05/2024 - STATE GENERAL - WESTLAND CITY Precinct: 00001 Affidavits of Voter Without Photo ID: 0 =
Voter Search Voter Details List of Voters
DLN / Name: | | | Search [#  AssianedTo Ballot

IMPORTANT: You are able to do process ALL voters on both, the MAIN & SECONDARY computers. You MUST back-up and save
all of the end of the night files on the MAIN computer, which has the secure flash drive.
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You are now ready for the opening of the polls and your first voter!

> You MUST be ready to receive and process voters at 7:00 AM. If you are experiencing problems with your poll book and
it is 7:00 AM, start processing voters using the old system of paper books. They are located in your precinct supply case.
**xx Call City Hall!

DO NOT make voters wait for 15 or 20 minutes while you try and figure it out! Most voters that
Appear at 7:00 AM are going to work and are under time restraints. You will have time later in
the day in most cases to work out any issues you may be having.

» Important Note: There must be one recorded REMARK for the remark report to be saved at the end of the night. This would be a
good time to enter an initial remark in the EPB, “Our precinct is up and running”.

Immediately Notify the Clerk’s Office of any problems!!
(734-467-3185, 734-467-3186, 734-467-3187, 734-467-3188, 734-467-3190)
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Backing-up with Dual EPB Computers

» During the day, you will only back-up on the MAIN EPB, which has the secure flash drive. You WILL NOT back-up on the

SECONDARY EPB.
File | Edit View Reports{ Backup X
Un-Issued Defective Ballo
1. Click File @ —— s Close
_ Tve Honny This feature allows you to backup your Electronic Precinct List /
2. Click Backup @ Backup Poll Book data into a separate backup file, preferably stored on

3. Click this button J at the end of the path field @

4. Select USB KINGSTON Drive (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.

5. Select the yellow “Election Date Folder g

6. Click on Save @

e

REMOVABLE MEDIA, such as a USB drive or a CD. You should
do this from time to time so you will have an up-to-date backup
that can be restored in the unfortunate event that you should
experience a catastrophic failure with your computer that results
in a total loss of data.

Backup File:
C\EPB accdb ([]
L

Backup

Select a backup file 4
- - » USB Drwve (E) » Electiondate w | arch Elect 1 =

Qigenize ~ Hew
Michigan COWF C =~ Mame
& Muse

Mo 18Test

B Videas

dil Oneliive

Cate modified

EPB_Package 1672019 11:36 AM  Fille foid

Bl This PC
== USH Drive (£}
Elechondate

o Metwork
w g »

File name: EPB

Saveas type  Access 2018 (" sccdb) o

o
4
i

A iade Folders Cance|
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Backup I@
7. Click on Backup @
) [+ Close
) This feature allows you to backup your Electronic Precinct List /
8. Click on OK @ Poll Book data into a separate backup file, preferably stored on

Backup File:

REMOWABLE MEDIA, such as a USB drive or a CD. You
should do this from time to time so you will have an up-to-date
backup that can be restored in the unfortunate event that you
should experience a catastrophic failure with your computer
that results in a total loss of data.

F-\ElectionDate'\epb pbk

QVF Electronic Poll Bock

Backup finished successfully.

Approximately every half hour, the EPB software will notify the |

user that a backup is overdue. It is important to take a moment | ™ oh

after processing a voter to update the backup. This will ensure
the flash drive has the most recent data entered into the EPB in
the event of a hardware failure.

1) Click Back-up Overdue

2) Click Backup, the drive should default to the USB drive and

yellow [Election Date] folder once the first backup has
been completed.

3) Click Yes

4) Click OK

ackup =)

[l Close

This feature allows you to backup your Electronic Precinct List /
Poll Book data into a separate backup file, preferably stored on
REMOVABLE MEDIA, such as a USB drive or a CD. You
should do this from time to time so you will have an up-to-date
backup that can be restored in the unfortunate event that you
should experience a catastrophic failure with your computer
that results in a total loss of data.

Backup File:

F-\ElectionDate\epb_pbk .

‘6' F\ElectionDateepb.pbk already exists. Overnrite

Confirm - ===

e‘ Ve -
QUF Electronic Poll Book (B3]

Backup finished successfully.
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Understand Timeout Features:

For security reasons, the EPB software will logout a user after
thirty minutes of inactivity. This can be avoided by moving the
mouse and/or clicking into the DLN/Name field if there are long
periods of inactivity. If the EPB software logs out the user, simply
re-enter the User Name and User Password and click Enter.

Refreshing with Dual EPB Computers

» Processing voters with two computers, the screens may appear “out of sync”. The transactions are being recorded to the
shared EPB database, even though it doesn’t display on both screens. In order for each EPB laptop to display all the
transactions for both computers, the screen displays must be refreshed.

» There are three ways to update (refresh) the EPB’s display screen to reflect the processed voters from both

computers:

1. Assigning a ballot number: The screen is refreshed when the election inspector clicks the OK button

to assign a ballot number.

Login

Please enter the encryption password selected when

this software was setup:
Enter

Encryption Password:

Please enter a usernaig d password to login:

IJDHNSMITH

ttttttttttt

User Name:

User Password:

Note: This application shuts down automatically al

Shutdown

2. View menu: To refresh the screen in between voters, click the View menu and click Refresh.

3. F5 key: To refresh the screen in between voters, press the F5 key on the keyboard.

» Only the EPB you are refreshing will be updated, so refresh both to have them in sync.
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L) QUF Electronic Polibook - X
File Edit View Reports SysAdmin Help

Election: 11/05/2024 - STATE GENERAL - SAMPLE TOWNSHIP Precinct: 0000 Affidavits of Voter Without Photo ID: 0 =
.
M aln S creen Voter Search Voter Details List of Voters
o ‘ ‘ [ Search | Ballot
This

# Assigned To
Name:  ANDRADE, ARTURO DOB: 06/07/1967 550 —) R—]
| other | _unised | Address: 300 MAIN ST Precinct: 00001
These voters are located within selected inner precinct(s): Sample MI 99999
| | Voter Name | DOB fe Ballot Style: 1
ANDRADE, ARTURO 06/07/1967 i e~ ’ i
i ARLING, MARIS 04/05/1972 Gender: Perm | Reg.Date: 19/02/202:
ARLING-MORRISON, SIMONE 05/10/1973 POliNg s mpe Touship Hal
ATKINSON, VICTORIA 02/25/2002 ¥ 123 Main St
CHANDLER, FORREST EVAN  08/16/1986 Sample M) 52928 e
[ DAVIS, JAMES ROBERT 03/25/1969 -
FLOWERS, RAMONA MARY  01/01/1980
FOLEY, LELLA S 07/1411999 To perform an action for this voter,such as issuing or spoiling a ballot,
FROST, BLARE M 03/07/1968 you must first LOCK THIS VOTER by clicking this button:
1 GHANNAM, MASOUDA HAZAR 04/17/1953
HART, ROXY 01/01/1965 =
HAYDEN-LUNA, MALLORY 0500272001 Lock this voter record
HENTUNEN, MARKUS 02/27/1989

HOWELL-PRICE, BRIANNA

ROBYN 01011971 General Remarks

HOWLETT, JAMES LOGAN 1011211974

JACKSON, SHIRLEY 10/31/1933 VOTING STATUS: Did not vote in precinct.
JONES, HAZEL LORRAINE 04/05/1941

KAWASAKI, MUNENORI 06/03/1981

KHOURY, CHRISTOPHER

JORDAN otk

KNOPE, LESLIE BARBARA 01/18/1975

KOWALCZYK, BRYCE H 08/24/1986

LINDSEY, SIMON BELMONT  02/14/2006

MCINTIRE, ROSIE MARIE ____ 11/19/1998  ¥|

143 matching voters Total=0
f

- All voters in your precinct are listed under the tab. Voters in
other Westland precincts are listed under the tab. The tab is used for
Challenged / provisional ballots (call the Clerk's office for more information).

- Has voter's registration information at the top. The middle screen is where

ballots are assigned. The bottom of this section shows voting status in . Verify this
section before issuing a ballot.

- The voter number , name and ballot number will appear here.

Important Note: If a voter does not wish to have their driver’s license scanned, their name should be typed into the EPB software!

9
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Issuing a Ballot

1. Instruct the voter to complete an Application to Vote; verify that the
completed application contains the following:

Voter’s printed name (optional)

Voter’s signature

Voter’s current resident address

Voter’'s day and month of birth

The voter should show Photo ID, verify the photo likeness of the
voter. If they do not have ID, have them sign an Affidavit stating
they do not have it with them (located in the 3 ring binder).

IF THEY REFUSE TO SHOW PHOTO ID THEY CANNOT
VOTE!

P20 TO

2. Enter the Precinct Number and Date onto the Application to vote.

3. Offer voting instructions.

Application to Vote — Poll List [ ELECTION INSPECTOR COMPLETES

Picture Identification requirement: ] AFFIDAVIT ON REVERSE COMPLETED
All Michigan voters must show a Michigan driver’s

license, a Michigan personal identification card or | Ballot Style

some other acceptable form of picture identification
before voting. A voter who is unable to show picture | Ballot No.

identification can vote after signing an affidavit

4 ; j ; ; Voter No.
attesting that he/she is not in possession of picture | (POLLBOOK)
identification. ELECTION INSPECTOR INITIALS »

Date of
Election Ward Precinct

RAwE /__/

LETES
PLETED

DATE OF BIRTH
RESIDENCE
ADDRESS:

| certify that | am a United States citizen and a registered and qualified elector in this precinct, and
hereby make application to vote at this election.

SIGN HERE

: SIGNATURE OF VOTER

| : SIGNATURE OF VOTER

4. Locate the voter's name using the Voter Search function. A voter search may be performed by entering a voter's name or driver’s
license number in the Search window (top left) or swiping the magnetic strip on the back of the Michigan driver’s license. The voter's
name must be highlighted in the QVF Precinct List (left side) before continuing. Complete the following:

Note: Be sure to clear ALL DATA out of the Name Search window before searching for a new voter. This is
done by double clicking in the window or by using your curser to swipe and highlight the data then

“Delete”.

e Avyellow triangle to the left of a voter’'s name indicates that a QVF code or other information regarding
the voter’s qualifications must be reviewed before a ballot is issued. Check the Voter Status window (bottom
middle) for details. See pages 13 - 15 of this manual or call the Clerk’s office for direction. If the message
indicates that a voter has received an Absentee Ballot from our office, you MUST CALL CITY HALL!

5. If using the manual search for a voter’'s name you will have to
click on the “Lock this voter record” button, if scanning skip to
the next step.

10

Lock this voter record
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6. Click on Regular ballot.

7. On the Issue a ballot confirmation screen (pictured below)
Enter the ballot number in the box for the first voter. It will
auto advance from this point on for additional voters.

8. Click OK - the voters name will be automatically added to
the List of voters. The letters “REG” will appear to the left of
the voters name in the precinct list.

Issue a ballot Other actions
Voter Tabulated AV
Affidavit ballot-provisional it
Envelope ballot-provisional Spoil a ballot

Challenged ballot Reject a ballot

9. You may see a pop up window confirming your action.
Whether you see a confirmation window or not, it is essential
that you confirm that the ballot number you are handing the
voter is the ballot number listed on this screen.

10.Enter the Ballot No. and the Voter No. on the Application to
Vote.

11. Verify that the Application to Vote has the correct Ballot No.,
Voter No. and Ballot Style (if applicable) and Initials the
Application to Vote.

12.Place the ballot into the secrecy sleeve and paperclip or slip
the Application to Vote in the pocket in the front of the
secrecy sleeve.

13.Instruct the voter to an open voting booth and hand him/her
the sleeve with the ballot.

lllll ¥ & boeh
Issue a ballot
I Remarks Label
You are about to issue a Regular Ballot to: o
‘ ANDRADE, ARTURO 06/07/1967
[J VAT Ballot?
This ballot number will be assigned: 30]|
OK mCancel
E OVF Electronic Poll Book *
d
You just performed the following action:
Action: Issued a Regular Ballot
ur Vvoter ANDRADE, ARTURO
Voter Number: 1
Ballot Number: 00000301
- ' r
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The main screen will return after the ballot is assigned. There are three places that confirm that a ballot was processed as indicated by
the numbers 1, 2, and 3 below.

L8 QVF Electronic Pollbook - X
File Edit View Reports Sys Admin Help

Election: 11/05/2024 - STATE GENERAL - SAMPLE TOWNSHIP Precinct: 00001 Affidavits of Voter Without Photo ID: 0 =

Voter Search Vorer Details
DLN / Name: ‘ ‘ Search

List of Voters

#  Assigned To Ballot

Name: ANDRADE, ARTURO DOB: 06/07/1967 1 ANDRADE ARTURO 00000301

This Precinet | Other | Uniisted |

Address: 300 MAIN ST Precinct: 00001
These voters are located within selected inner precinct(s): Sample MI 99999
Voter Name DOB 2 Ballot Style: 1
ANDRADE, ARTURO 06/07/1967
ARLING, MARIS 04/051972 Gendar: M Pafl) Rea-Date: 930212024
ARLING-MORRISON, SIMONE  05/10/1973 f:i':l'ism [ Sample Township tial
ATKINSON, VICTORIA 02/25/2002 © 123 Main St
ANE Y 9 S MI 99999
CHANDLER, FORREST EVAN  08/16/1986 ample Geography
A DAVIS, JAMES ROBERT 03/25/1969
A FLOWERS, RAMONA MARY 01/01/1980
FOLEY, LEILAS 07/14/1999 To perform an action for this voter,such as issuing or spoiling a ballot,
FROST, BLAREM 03/07/1968 you must first LOCK THIS VOTER by clicking this button
A GHANNAM, MASOUDA HAZAR 04/17/1953
A HART, ROXY 01/01/1965 =
HAYDEN-LUNA, MALLORY 05/02:2001 Lock this voter record
HENTUNEN, MARKUS 02/27/1989
HOWELL-PRICE, BRIANNA
ROBYN 017011971 General Remarks
A HOWLETT, JAMES LOGAN 1011211974
& JACKSON, SHIRLEY 10/31/1933 Regular ballot [00000301] issued at the precinct
& JONES. HAZEL LORRAINE 04/05/1941 VOTING STATUS: Voted in precinct using a Regular ballot
A KAWASAKI, MUNENORI 06/03/1981
KHOURY, CHRISTOPHER
JORDAN 09/08/1978
A KNOPE, LESLIE BARBARA 01/18/1975
A KOWALCZYK, BRYCE H 08/24/1986
A LINDSEY, SIMON BELMONT 02/14/2006
L_A  MCINTIRE. ROSIE MARIE 11/19/1998 X
P ——— =

Record a Voter Not in Possession of Photo ID

If the voter does not have photo ID they must complete an Affidavit of Voter Not in Possession of Picture Identification form. When a
voter uses the affidavit, click the up arrow to increment the Affidavits of Voter Without Photo ID counter, or click into the box, delete the
number, and type in the new total.

4 QUF Electronic Pollbook
File Edit View Reports SysAdmin Help

Election: 11/02/2021 - NOVEMBER CONSOLIDATED - WESTLAND CITY Precinct: 00001 Affidavits of Voter Without Photo I

Voter Search Voter Details
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T | | R

This Precinct | Other | Unlisted |

V t 'th St t FI These voters are located within selected inner precinct(s):
oters wi atus aCIS Voter Name DOB »
REG ANDRADE, ARTURO 06/07/1967
> __REG __ANDRADE,ARTURO _______06/07/1967 |
ARLING, MARIS 04/05/1972
A voter has a status flag if he or she has a yellow triangle next to his ARLING-MORRISON, SIMONE 05/10/1973
. . ATKINSON, VICTORIA 02/25/2002
or her name. When a yellow triangle mark is found, look to the Voter Status e e
window at the bottom of the Voter Details screen to determine the issue. A DAVIS, JAMES ROBERT 03/25/1969
A FLOWERS, RAMONA MARY  01/01/1980
. . . . FOLEY, LEILA S 07/14/1999
Some voters will have status flags that need to be addressed prior to issuing a FROST. BLARE M 03/07/1968
ballot. Generally, something happened in the registration process that needs A GHANNAM, MASOUDA HAZAR 04/17/1953
. . . . . 1/01/
follow-up. For example, a signature was not obtained, the voter missed checking B R RO loRy  mrtass
an answer to the citizenship question, an absentee ballot was issued, information HENTUNEN, MARKUS 0212711989
was obtained that the voter may have moved, etc. bt i i 1
& HOWLETT, JAMES LOGAN 1011211974
. . . JACKSON, SHIRLEY 10/31/1933
Call the Clerk’s Office with any questions! % JONES, HAZEL LORRANE _ 04/05/1941
(734-467-3185, 734-467-3186, 734-467-3187, 734-467-3188, 734-467-3190) A KAWASAKI, MUNENORI 06/03/1981
KHOURY, CHRISTOPHER
JORDAN 09/08/1978
ﬁk KNOPE, LESLIE BARBARA 01/18/1975
. . . KOWALCZYK, BRYCE H 08/24/1986
& Pay close attention to the following Status Flags regarding Absentee Ballots. % LINDSEY SIMON BELMONT 0211412006
(Highlighted in Yellow) You must call the Clerk’s Office to confirm non-receipt of A MCINTIRE ROSIE MARIE 1119/1998 v

the ballot! Do not issue until you have called the Clerk’s Office!

Absentee Ballot sent by clerk

‘& This voter was sent an absentee ballot. The voter must surrender the Absentee Ballot [00000025] sent by clerk--\/oter must surrender ballot or
absentee ballot or complete the Affidavit of Lost or Destroyed Absentee Ballot submit affidavit. _ _

after approval from the Clerk. Place the affidavit in the City Clerk envelope. VOTING STATUS: Did notvete n precinct

Process as a Regular ballot. If surrendering their ballot, place the AV ballot in

the Absentee Ballot envelope.

If a voter wishes to tabulator their AV ballot, please see instructions on the page 17.

Absentee Ballot sent/received by clerk

Absentee Ballot [00000028] sent/received by clerk--Do not issue ballot.
- - VOTING STATUS: Did not vote in precinct.
s 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.
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Revised 7/7/2025



Voter’s status is Voted before election day at early voting site

Voter voted before election day at early voting site
VOTING STATUS: Did not vote in precinct

This voter voted at an early voting site before election day and
MUST not be issued a ballot.

Voter’s status is CH — Age, Citizenship or Residency \/oter's Status is CHALLENGED: AGE ‘
VOTING STATUS: Did not vote in precinct.

. Voter's Status is CHALLENGED: CITIZENSHIP
This voter has been formally challenged and must complete the challenge VOTING STATUS: Did not vote in precinct

process before being issued a challenged ballot. Seek assistance from the Voter's Status is CHALLENGED: RESIDENCY
precinct chairperson to complete this process. The EPB processing is the OTING STATUS: Did notvote n precinct
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.

Must show ID before voting (Federal Requirement)

Election inspector action required: This voter must show ID to meet the Federal ID
Requirement -- refer to the flipchart for further instruction if the voter does not have

This voter must show photo ID or a paycheck, government check, utility bill,  |piciure D _
bank statement, or a government document which lists his or her name and ~ |/©"¢ STATUS Didnotvoteimprecinet
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.

\Voter's Status is TO BE VERIFIED: CONFIRMATION NOQTICE
Voter’s Status is V: Confirm Address or Surrendered License Election inspector action required: Have the voter verify his or her address before
issuing a ballot
Election inspector action required: This voter must show ID to meet the Federal ID

SR

. . . . P
This voter mu_st verbally confirm the address listed in the EPB. If the voter P[Voter's Status s TO BE VERIFIED SURRENDERED LICENSE
does not confirm the address, the procedure for voters that have moved Election inspector action required: Have the voter verify his or her address before
must be taken. issuing a ballot.

VOTING STATUS: Did not vote in precinct.

Voter’s Status is V: Confirm Citizenship

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

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 V: Sign Registration Card

\oter's Status is TO BE VERIFIED: SIGN REGISTRATION CARD
VOTING STATUS: Did not vote in precinct.

This voter must sign a voter registration card prior to being issued a ballot.
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Voter Message: Challenged Ballot

Election Inspector Action Required - This voter's ballot must be recorded as
Challenged.
When the EPB indicates in red text that an inspector action is required to VOTING STATUS: Did not vote in precinct.

record a voter’s ballot as challenged, perform the actions listed on the

next page. Issue a ballot Other actions
Regmar ballot Record an absentee ballot
TO |Ssue a Cha"enqed ba"Ot Affidavit ballot-provisional Spoil a ballot
Envelope ballot-provisional
s . e . Reject a ballot
Pull the voter’s record up in the EPB software, lock it in if o Challenged ballot
necessary and: e 2 ballot
Undo da (N thing to wr o]
. You are about to issue a Challenged Ballot to:
1. Click Cha”enged ballot * Unlock this voter without perfforming any act| | MCQVF, BAILEY LYNN 11/25/1961
2. Verify the ballot number being issued is correct or

enter the ballot number and click OK.

Eﬁ This ballot number will be assigned o

ok | EJcancel

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. Use the materials provided for you in the special “Challenged Voter” pouch
located in your “Provisional Ballot” envelope in the Rolling Supply Bin.

2. Write the ballot number in pencil on the upper left-hand corner of the ballot, b e e
being sure to avoid any barcodes or timing marks (NOT on the ballot stub). | e T T

o1 drite the mmmonuumhwmmdm----mmanram:"

3 Conceal the number with the Post-it* tape supplied in the precincl sUpply Case.

3. Conceal this number with the “Post-it” tape provided for you in your pouch. : | G e u
| . ﬁmmmmmmm statio .« v voter has voted the baliol. the

4. Use the Challenged ballot button to enter the voter’s ballot number into the ! o e e

mw reason’s for a Ch menged Balict, please see the 1
it s:lllmnlll;‘al:bo:llichlgm Flip Chart — Managing Your

ePollbook. If your precinct has more than one ballot style, issue the ballot style | | *%mmmm;w
noted on the receipt. b Can Gy Halt with any

5. The voter will then vote the ballot and place the ballot in the tabulator as usual.
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To Tabulate an AV Ballot in the EPB

When a voter brings their AV ballot to the election day polling place and wishes to tabulate it, they will fill out an “Application to Vote”. After the voter
verifies their photo ID or signs the affidavit of voter not in possession of photo ID, take the following steps in the EPB:
1. Search for the voter’s last name in the search bar of scan their driver’s license
2. Select “Lock Voter Record”.
3. Ask the voter to expose only the numbered stub of their AV ballot, and confirm that the number on the stub matches the number in the
“Absentee Ballot sent” status flag in that voter’s EPB record

Issue a ballot Other actions

Note: If the voter’'s absentee is missing a stub, the stub is detached,
or the ballot number does not match, the voter must surrender
the ballot and be given a new ballot by the election inspector.

Clerk Delivered AV

Regular ballot

Voter Tabulated AV
Affidavit ballot-provisional I oler fabuia I

Envelope ballot-provisional

Challenged ballot

Spoil a ballot

Reject a ballot

4. Once the ballot number is verified, select “Voter Tabulated AV”
Undo Und lothing to undo)

x Unlock this voter without performing any action Voter Remarks Label

5. Confirm that you want to continue to issue this ballot.

Absentee Ballot [00001004] sent by clerk--Voter must surrender ballot or submit
affidavit
VOTING STATUS: Did not vote in precinct.

6 . Select “o K” lszu= a ballot
You are about o convert an absen... e e waas
. , . in-person ballol for this voler.
7. Verify that the voter’'s conversion was Confirm Tabulation by Viotes ; S— »
properly recorded by SearChlng for the Werify the ballol number from the voter matches the ballol number as -

voter's name in the Voter Search on the left

assignad in QWF . If the ballot numbers match, click OK to record the

You just performed the following action:

balkot. If the ballol numbers do not match or if the stub s MISsING or

side of the page, and confirming that the detached, click Cancel and contact the Precinct Chairperson | Adion: Recorded a Converted Absentee Ballot
Voter: KNOPE, LESLIE BARBARA

AV-ED, shorthand for Absent Voter on g{ Voter Number 2
Ballot Number: 00001004

Election Day, appears by their name.

g ballot numiber is: FOO00001

F. 4 Cancel

Ballot Summary

When completing the ballot summary, any AV-ED ballots will automatically populate in the second line B — “Number of AV ballots tabulated in
person by voters”. It is crucial to correctly record AV-ED ballots throughout the day using the new “Voter Tabulated AV” button, otherwise the ballot
will not properly be accounted for in the ballot summary.

B: Number of AV return envelopes received by board 0
Number of AV ballots tabulated in person by voters 1
16
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List of Voters
When saving the List of Voters, AV ballots tabulated in person by voters will identifiable with the “Converted AV” voter remark. Note: The
EPB will automatically enter this remark after using the “Voter Tabulated AV’ button.

11/05/2024 - STATE GENERAL - SAMPLE TOWNSHIP
PRE CINCT 00001

LIST OF VOTERS

# Voter Name Ballots Rem arks

1 ANDRADE, ARTURO 00000301

2 KNOPE, LESLIE BARBARA 00001004 Converted AV
17
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Process 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 one.

1.

The voter should write the word “Spoiled” across the top of the voted ballot below the stub. Remove the stub (unless already
removed) and ask the voter to place his/her ballot into the special envelope labeled for “Spoiled and Defective” ballots.

Update the ‘Application to Vote’ the new ballot number and record the

. Issue a ballot Other actions
new ballot number in the EBP software as follows:
Regular ballot Record an absentee ballot
Locate the voter’'s name using the Voter Search function (top left). :
Highlight the voter’s name in the Voter List window (left). Bl S e ﬂ
If applicable, click on the Lock this voter record (middle). You Envelope ballot-provisional e
cannot continue until the voter’'s name is highlighted and locked. Challenged ballot
Click on Spoil a ballot in the Voter Action window (middle). H P | aiaes
* Unlock this voter without perform You are about to spoil a ballot for:
Confirm that the ballot number is correct by comparing the one on ] \MCQVE RelE Tl
the screen to the actual ballot you will be issuing. Click OK. ol e ey - ‘
(1) SpO” a ba"ot The number of the ballot to be spoiled is: 0000000 =
(2) Click OK, confirmation screen (middle) QUFBectonic ol Book x
(3) CIICk OK On the QVF EleCtronIC PO" BOOk Spoiling of ballot is complete, Please issue a new ballot,
confirmation screen. |
Issue a ballot Other actions 3
Assign a replacement ballot by C|ICkII’!g on Lock this voter record | |
then Regular ballot in the Voter Action window (middle). = =| e |
poil a ballot

Prowvisional (envelope) ballot |
Challenged ballot | Reject a ballot |

€ Unlock this voter without performing any action ‘

18
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8. Click OK in the Issue a ballot confirmation screen to complete processing.

Issue a ballot

You are about to issue a Regular Ballot to: (o]
’ ANDRADE, ARTURO 06/07/1967
[ VAT Ballot?
\ This ballot number will be assigned: 3o1| =
T

OK aCancel

9. REG will appear next to the voter's name in the QVF Precinct List window (left) and the voter’'s new ballot number will appear in
the List of Voters window (right). The new ballot number and the word “Spoiled” will also appear in the Voter Status window

(bottom center).

10. On the voter’s original Application to Vote, draw-a
line-through the first ballot number and enter the New
Ballot #.

11. Hand the corrected Application to Vote to the
inspector assigned to Station #3.

RegularBallst{00000001 Hssued-at the precinct [Spoiled]
Regular Ballot [00000003] issued at the precinct.
VOTING STATUS: Voted in precinct using a regular ballot.

List of Voters

# Assigned To Balot ~

00000003
2 Megy, Heather Rose 00000002

12. Verify that the new ballot given to the voter matches the ballot number updated on the Application to Vote. Place the voter’s
new ballot inside the secrecy sleeve, paperclip the updated Application to Vote to the secrecy sleeve and hand the sleeve to the

voter.

Important! Remember to visually verify that the NEW Ballot # recorded on the Application to Vote, matches the

number printed on the ballot.
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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 ePollbook 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.

To add a voter to the list:

Click the “Unlisted” tab
Click “New”
Enter the voter’s information

=

automatically moves to the License field.

5. Scan the barcode of the Driver’'s License or manually type it in to the

“License” box.
6. Click “OK”

After the voter is added, a ballot number must be assigned. It is important
that you read the “Clerk’s Office Voter Registration Receipt” in order to
determine if you will issue a “Regular” ballot or a “Challenged” ballot.

If the receipt says that the ballot must be prepared as “Challenged”, retrieve
the black “Challenged Voter” pouch and refer to the instructions on the next

page.

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.

Click the “Has Receipt” box to enable the option and the cursor >

Clerk’s Office Voter Registration Receipt

JACQUELINE BEAUDRY - CITY CLERK
ANN ARBOR CITY

301 E. HURON ST. Registration approved by:

ANN ARBOR MI 48107-8647

| ELECTION: 4/12/2019

The following voter was registered to vote on4/5/2019  and should be issued a CHALLENGED ballot:

File Edit View Reports SysAdmin Help

Election: 11/6/2018 - STATE GENERAL - WESTLAND CITY

Voter Search

DLN / Name: Name:

Unlisted

e entered manually:

This Precinct Address:

These voters

her

this button:

Precinct: 00016

Voter Details

If you need to perform an action for this voter, such
spoiling a ballot, then you must first LOCK THIS VO

Last Name: POPPINS

First Name: MARY

Middle Name: ’7
Suffix: ’7

DOB: 1/1/1945

Address: ‘12345 DISNEY WAY

[WESTLAND, MI 48185]
Has Receipt:

License: o
x

—
Cancel

20
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1. Pull the voter’s record up in the EPB or use the
voter you just entered into the “Unlisted” tab.

“Lock this voter record” if necessary.
Click “Challenged ballot”

4. Verify the ballot number being issued is correct, if
not, enter the correct ballot number.

5. Click ‘OK”

IDUE a Lanuvi AR L B LW

You are about to issue a Challenged Ballot to:

Reports  Sys Admin  Help

Election:

11/6/2018 - STATE GENERAL - WESTLAND CITY

Precinct: 00016

Voter Search

DLN/ Name: _ Search |

This Precinct | Other Unlisted |

These voters were entered manually:

Voter Name

» Poppins, Mary 1/1/1945

File Edit View Reports SysAdmin Help

Election:

DOB

11/6/2018 - STATE GENERAL - WESTLAND CITY

this button:

Lock this voter record

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

Voter Details
#  Assigned To Ballot
| Name: POPPINS, MARY |
Address: 12345 DISNEY WAY
| WESTLAND, Mi 48185

: | Poppins, Mary

1/1/1945

This ballot number will be assigned:

X Cancel |

Voter Search

lame Search

These voters were entered manually:

Voter Details
#  AssignedTo Balot

Name: POPPINS, MARY |

Address: 12345 DISNEY WAY

WESTLAND, Ml 48185

Poppins, Mary

11111945

rlssue a ballot Other action:

Record an absentee ballot

Regular ballot

Affidavit ballot provisional Spoil a ballot |
llot-provisiol 2
Challenged ballot Reject a ballot |
I — 0 undo)
3 Unlock this voter without performing any action Voter Remarks Label |

If you entered the voter into the “Unlisted” tab, you will see the message pictured below. Review your ballot number. The number on the
screen should be the same as the number on the ballot you are handing the voter. If it is correct, click “OK.” If it is not correct, type in

the correct ballot number.

21

You have issued a ballot to a veter whose name does not appear on your precinct list. The auto-advance and lockout features will not recognize this voter or ballot number, Carefully
review the ballot number on the E Poll Book when you issue a ballot to the next voter and adjust it to match the number on the ballot itself.
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|eclialal

' B
QVF Electronic Poll Book [

|

el

Im

You just performed the following action: This reminder may pop-up. Just be sure that the ballot you are handing the voter is the
_ ballot that is recorded in the Electronic Poll Book.

Action: Issued a Challenged Ballot

Yoter: Poppins, Mary

Voter Mumber: 1

Ballot Mumber: 00000654

Please notice on the picture to the right that when you issue a 5. Eait view ths Sys Admin  Help
Challenged Ballot, CHAL will appear next to the voter's name.

This is an excellent way to check your work. Election: 11/6/2018 - STATE GENERAL - WESTLAND C
- REG next to a voters name means you issued a “Regular’ Voter Search

ballot.
- CHAL next to a voters name means you issued a DLN /| Name: | Search

“Challenged” ballot. s =i
This Precinct | Other Unlisted |

It is very important that you issue the correct type of ballot.
These voters were entered manually:

All ballots will count! Voter Name DOB i
A Challenge would only be considered if large scale voter fraud CHAL Poppins, Mary 1/1/1945

was suspected. Assure the voter that his/her vote will be d REG Seeger, Robert 21111955

counted!

portant Note:

The Challenged ballot procedure for these voters is different than a formal challenge that is brought about by a registered Challenger
that may be in your precinct. You DO NOT record their names on the pages of the paper poll book.
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Provisional Ballot

Call the Clerk’s office before you proceed! (734-467-3185, 734-467-3186, 734-467-3187, 734-467-3188, 734-467-3190)

e Provisional (envelope) Ballot or
¢ Provisional (affidavit) Ballot

Does the voter have receipt issued in the last 14 days issued from the Clerk? If yes, see previous directions.
If the voter’s name is found under the “Other” tab, direct the voter to the correct precinct.
If the voter has not registered or needs to show proof of residency, direct them to the Westland City Clerk’s office.

N

If the voter refuses to go to the clerk’s office to register, go through the Provisional Ballot process to issue a ballot. It
will possibly go into an envelope and may not be tabulated.

** Most voters will benefit by visiting the Westland City Clerk’s office between the hours of 7:00 a.m. and 8:00 p.m. on
Election Day.

You will have the voter complete the Provisional Ballot Form located in the Special Envelope in your supply bin.

—Issue a ballot —Other actions

Record an absentes ballot

Regular ballot

To issue a Provisional (envelope) ballot or Issue a Challenged :
ballot, click on the corresponding button in the Voter Action Provisional (affidavit) ballot | Spoil a ballot

window (middle). » Provisional (envelope) ballot |

) ) ) > Challenged ballot | Reject a ballot
To issue a Provisional (affidavit) ballot follow the same procedure,
by clicking on the corresponding button. Undo | ng to

X Unlock this voter without performing any action |
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Correcting Mistakes

If a voter is selected in error, simply click Unlock this voter without
performing any action to return to the main screen.

Select Undo (bottom left)

IMPORTANT! This will Undo the last transaction you entered. If
corrections are needed involving multiple
transactions, it is recommended that you
contact the Clerk’s office for assistance.

1. Locate the voter's name using the Voter Search function (top
left). Highlight the voter’'s name in the Voter List window (left).

2. If applicable, click on the Lock this voter record (middle). You
cannot continue until the voter's name is highlighted and locked.

3. The Undo button will be enabled and will display the last Ballot
# that can be undone or reversed. Click on Undo.

24

Issue a ballot QOther actions

Regular ballot

| Spoil a ballot

Provisional (envelope) ballot |
Challenged ballot | Reject a ballot

x Unlock this voter without peﬂor@

Envelope ballot-provisional

Challenged ballot

Undo (Issuance of regular ballot [00090001])

Voter Details

Name: MCQVF, RANDALL RUDOLPH DOB: 05/08/1993
Address: 2258 STATE HIGHWAY M38 Precinct: 00001

MASS CITY MI 49948

Ballot Style: 1B
Gender: M Perm | Reg.Date: 05/12/2016
Polling Eff. Rg.Date: 06/11/2016
| Gkt ROUSSEAU TOWN HALL
Confirm
Geography

Undo the following action:(lssuance of regular ballot

s I [00020001])
n absentee ballot
Yes No E
Affidavit ballot-provisional Spoil a ballot

Reject a ballot

* Unlock this voter without performing any action Voter Remarks

Label

Regular ballot [00090001] issued at the precinct.
WVOTING STATUS: Voted in precinct using a Regular ballot.

JOHNSMITH

Revised 7/7/2025



Remarks

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 Enter 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, the EPB automatically records
the 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.

5) Click OK

6) Click Close

nis voterrecora

oter, then you cannot perform any actions for this

I be recorded for this voter.
General Remarks ,
g PJFic| et Reports SysAdmin Hel

Un-issued Defective Ballots F3

Rernarks Fd
Save Hisnl%

Backup
Restore

==
m' Close

Remarks —

Use this screen to record any general remarks.

Options
Print Setup »

Date/Time User Remarks

Logout
Exit

mm*

=

1 435 - informed campaigners they must be 100 foot from the entrance 1o the
poliing location |

Remarks —

==

i
I Use this screen to record any general remarks.

‘,l} Close

i Date/Time User
L4 1192012 4:36:30 PM ADMIN

! BT oK X Cancel §i

| @ New | B Delete

Remarks
Al 4:35 - informed campaigners 1.
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To Tie a Remark to a Specific Voter

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, 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

Issue a ballot Other actions

Regular ballot ‘

| Spoil a ballot ‘

Provisional (envelope) ballot |

Challenged ballot | Reject a ballot ‘

[ Undo |

X Unlock this voter without performing any action |qmter Remarks |

26

=
Remarks about the selected voter

Q;Iother states this voter lives out of state now.

ES oK X Cancel
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Switching Users:

To switch users, simply use the Logout function by:

1. Click File
2. Click Logout

Then simply login with the new username and password.

&Ie Edit Reports Sys Admin Help

Un-issued Defective Ballots

F3

Remarks
Save History

Backup
Restore

Options
Print Setup

Logout

Exit K

lar ballot. ‘

Total =1

( JOHNSMITH )

Fi1

The current user is listed in the lower right hand corner of the screen as illustrated below.

User Setup:

User setup in the EPB is an important security step. Election inspectors that will use the EPB should be setup as Active users. Setting
up a unique username and password for each EPB user will allow tracking of use on Election Day. Note: passwords are case sensitive.

Admin | Help

Change My Password
User Adrministgtion
Ch
| iriniseraton = 1
Use this screen to add a user, delete a user, edit a ll.‘ Close
user, and reset a user's password 2
Add/Edit User .- =)
User Name: glJOHNSMITH 5
New B Delete Password:  |StrongPwd2012] 6
- 3] — Admin User
User Administration ==
{ X Cancel 7
Use this screento add a user, delete a user, edita GE Close -
user, and reset a user's password.
[usemame ]Admm}Acﬁivelusend J =
ADMIN True True 1
[ Faise e | 2J

ow | & Delete | By Edit

To add a user:

Click Sys Admin

. Click User Administration

Click New

. Enter a User Name (must be at least 5 characters

long and cannot contain any spaces — no longer
has to be all caps) and a strong password.

. Select user type
. Click OK, Repeat Steps 3-6 until all users are

setup
Click Close
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Backing up throughout the day and Final Backup:

Approximately every half hour, the EPB software will | LY == =
notify the user that a backup is overdue. ltis o= o , B Close
important to take a moment after processing a voter ek vertee —
X . i ws you to backup your Electronic Precinct List /
to update the backup. This will ensure the flash drive REMOVASLE MEDIA muth sos USH o By vou "
has the most recent data entered into the EPB in the Backip that cah b6 rostored e tnforunate cvent it you-
event of a hardware failure. i e v ot
Backup File:
[F\ElectionDatelepb pbk L
To Backup: e - .
‘.0.‘ Fi\ElectionDate\epb.pbk already exists. Overwrite
1) Click Backup Overdue O = | ptiand
) p ___ - QVF Electronic Poll Bock @

2) Click Backup — the drive should default to the USB drive and yellow [Election Date] folder
once the first backup has been completed.

3) Click Yes

4) Click OK

Final Backup: At the end of the night, after all voters have been processed do a final backup. This should be done after the close of
polls (8pm). Follow the same procedure that you have been doing all day.
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SAVE HISTORY

A final Save History must be performed immediately following the close of the
polls (8pm) and the completion of the Ballot Summary. It is important that all
voter history be saved to the same flash drive used to store the EPB data.

1) Click on File and then Save History.

2) Save the file to the USB Flash Drive. On the left hand side, click on
“Computer” then click on the USB Flash Drive, finally click on the yellow

[Election Date] folder and click the Save button. (The default name is:

epb_history.)

T QVF Electronic Pollbook
File | Edit View Reports SysAd:
Un-lssued Defective Ballots

Rermarks

Save History

Masage  KINGSTON (D)

FPR_Packane Flection Date Folder
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& The following three reports are saved during closing:

o
BALLOT SUMMARY ~ (REPORT #1) B Close
NUMBER OF BALLOTS DELIVERED TO PRECINCT:
» Click on Reports (top left of your Screen) A: Number of unvoted ballots delivered to precinct:
Style Starting No. | Ending No. | Count Kl Delete
> DODOO‘.’-)OI .DOOD13OO AD'D.
» Click on Ballot Summary.
Total = | 400|
. . B: Number of AV return envelopes received by board | 0|
Number BaIIots Dellvered tO PreCInCt' Number of AV ballots tabulated in person by voters 1
, . . . i C: Total 401
A. Clerk’s Office has filled in the ballot numbers. This would be the
total sequence of all the ballots that was delivered to you. PEIEESR OF M COSSATLL ONE OF S0 8-
D: Number of ballots tabulated (Enter Tabulator Public rd|
Counter reading) .
B. Number of AV return envelope — Always “0”. Iy Close
. ] . ] NUMBER OF BALLOTS AT CLOSE OF POLLS:
Number of AV ballots tabulated in person (will automatically populate if D: Number of ballots tabulated (Enter Tabulator Public 7]
AV ballots were tabulated properly) SO IOl _
E: Number of AV ballot envelopes delivered to precinct 0
which did not contain a ballot or were not processed
C. Total — Add A + B (will automatically populate) MR 00
F: Number of ballots reissued to voters who spoiled 0
their ballot at the polling place (spoiled or defective :
ballots)
Number of Ballots at Close of Polls: ©: BRERer f beliots [ejeied y
H: Number of ballots used by election inspectors for 0
ballot duplication
D. Enter the number of ballots tabulated on the Tabulator. £ P Nes O DOl e e RO aieet 5
. . s J: Number of UNUSED BALLOTS:
E. The number of AV Ballot envelopes delivered — will always be “0”. [5% AT £ Delete
00000904 00001100 197
. . . 00001104 00001300 197
F. Number of ballots reissued to voters who spoiled/defective -
ballot (will automatically populate)
= , Total= 394
G. Number of ballots rejected (will automatically populate) K: Total of Lines D, E, F, G, H, 1 and J | 401
. . L L: Difference °
H. Number of ballots used by election inspectors for ballot duplications.
) Preview
|

I. Number of Provisional envelope ballots issued.
30

Difference must
be zero
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J. Number of UNUSED BALLOTS. You will have two rows of ballots. Look at your unused ballots.

1* row - Start No.  — Enter Main EPB's next ballot to be issued and hit the tab key.
Ending No. — Enter Main EPB’s last number of ballot sequence for Main EPB. Hit the tab key.

2" row - Start No.  — Enter Secondary EPB'’s enter next ballot to be issued and hit the tab key.
Ending No. - Enter Secondary EPB’s last number of ballot sequence for Secondary EPB. Hit the tab key.

Hit the tab key to calculate the totals count

11/2/2010 - STATE GENERAL - BATH TOWNSHIP

K. Total of lines D, E, F, G, H, I, and J. SALLOT SUMMARY
L. Difference MUST be “0”. If not, go back to items D-J and confirm everything is entered e o o ot et
correctly. e ccmnoonr soconn 10

100

Click Preview.

HUMBER OF BALLOTS AT CLOSE OF POLLS:
D. Humber of ballots tabulated: [

The Ballot Summary report will pop-up after clicking Preview.
Be sure to review the summary to ensure all information was entered e st 1
correctly and that the summary balances and L. Difference: =0. ol b st s bl st 0

1. Humber of PROVISIONAL "e " ballots issued: 1

J. Mumber of UNUSED BALLOTS (excess ballots):

= I £ Manage KINGSTON (D) Ballot Stie Starting No. Ending No.  Counit
“ o Drivg Tal fHonel 00000008 0000000 92
Hame nare View | Drive Taals E—
1 ¥ > KINGSTON (D) * i Total of Lines D G _H, |, and J (Must matoh Line C sbovel 101
L. Difference: 0
+ Qick FPR Parkage >
ok access
To Save the Ballot Summary: I Do
& Downloads [P
= Documents
1. Click the disk icon a2} Report Preview [Ballot Surmmary] & Pictures Difference must

and then PDF 1 of 2 b M |Ea|e-|| 100% l;‘r.r«:m be zero
PDF 1
5 This PC

2. Double click the

J 30 Objects
[ Desktop

yellow [Election Date] folder on the USB % Docurens
flash drive to open. # Dowmics

B Music

. = Pictures
3. C“Ck Save |I\fdeos

L. Windows ()

4. Close the Ballot Summary screen.

o4 KINGSTON (D)

Flartinn Mata Fr
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LIST OF VOTERS ~ (REPORT #2)

To save the List of Voters:

1. Click Reports
2. Click List of Voters

3. Click the disk icon and PDF.

4. The yellow = [Election Date] folder should
automatically pop up. Always check to make
sure you are saving to the USB drive and the

correct folder before clicking Save.

5. Close the List of Voters screen.

Reports | Sys Admin  Help

Remarks 1 Report Preview [Voter List]

List of Voters |

J

Voter Name

L

" MCQVF, RAYMOND RAY
MEQVF, RASHEDA RAYE

LIST OF VOTERS

aiwol ol ~iolol slwln

=4

MCOVF, RANSOM RITTER

1 /OE2018 - STATE GENERAL - BOHEMIA TOWNSHIP

Spoiled

Challenged

8 Save history as
« v » This PC

Organize ~ New folder

~
[ This PC Name

- 3D Objects rptRemarks
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= Windows (C:)
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0 AM Adobe Acrobat D...
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REMARKS ~ (REPORT #3)

Reports | SysAdmin  Help
Remarks ‘[

To save the Remarks report:

-_—

Click Reports ol Report Preview [Remarks]

M 41 of 1 b M |G-

2. Click Remarks

3. Click the disk icon and PDF.

——

4. The “““yellow [Election Date] folder should automatically pop up.
Always check to be sure you are saving to the USB drive and the
correct folder before clicking Save

5. Close the Remarks screen.

| Report Preview [Remarks] — =
4 1 of 1 b » | b~ | 100% - B-Close

08/06/2019 - AUGUST CONSOLIDATED - WESTLAND CITY
PRECINCT 40/41

REMARKS

Date / Time User Voter # Voter Name
8/21/20198:51:48 AM  ADMIN Election Worked left early due to illiness.

Trouble shooting: The Remark Report WILL NOT save if there are NO remarks. There must be one recorded Remark for the report to save.
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Final Closing Check

Verifying all files have been saved on the encrypted flash drive is

an important last step.

To verify files have been saved on the encrypted flash drive

and in the Privacy Zone:

1. Click on the file folder icon on your task bar.

2. Click Computer (if necessary)

Click the USB Drive icon (has a little padlock on it)
4. Double Click the yellow [Election Date] folder

You must have the following files saved to the USB drive:

B EPB

r epb_history
rptBallotSurnmary
rptRermarks
rptVoterlist

UM Home  share  View

X T Newitem » ﬂ open - F setectal
fleayacessr Edit Select none
ove Copy  Delete Rename  New s
- folder + l@Histoy g invert selection

Open Select

Clipboard

v o Search City General
A [ Name
ahee

64312KB
¥ epb_history

2KB
4KB
60KB
2KB

ptRemarks
&l Pictures 4 8] ptvotertist
Deputy Clerk #
Candidate Pa #
WebPage  #

Absentee Count
City General 11-
ity Primary 3-8
NovZ3

3 ThisPC

§ 30 Objects

I Desktop

2 Documents

& Downloads

b Music

& Pictures

5items
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CHECK LIST

Did you complete a final back up and save it to the external USB flash drive?
Did you do a Final Save History (epb_history) to the external USB flash drive?

Did you save the Ballot Summary Report (Ballot Summary.pdf) in PDF format
to the external USB flash drive?

Did you save the Remarks Report (Remarks.pdf) in PDF format to the external
USB flash drive?

Did you save the List of Voters Report (List of Voters.pdf) in PDF format to the

external USB flash drive?

v" Once all of the required reports are saved to the flash drive, exit the program by clicking the X in the upper right hand corner of
the screen.

v" Shut down the computer. Remove the flash drive and seal it inside an envelope sealed with an official Red Paper seal. (Be sure
to wait until the computer shuts down before you remove the flash drive, the drive could be damaged if you don’t) The
seal must be signed and dated to two election inspectors representing different political parties.

v" Remove the red cross-over cable carefully! Take the time to depress the clip on the cable before removing to prevent breaking it.

v Deliver the sealed envelope with the flash drive to the City Clerk’s office by putting the sealed envelope into the outside pocket of
the Computer Case, the same way it was delivered to you.
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Instructions for maintaining a smooth running precinct on Election Day:

& While saving the back-up to the correct folder on your flash drive is important, it is NOT more important than processing voters.
Voters must not be made to wait while you try and figure out where to save things. Do this at a quiet time when you can call for
assistance.

o Voting starts at 7:00 AM. This is very important. If you are having problems setting up, call immediately. Don’t wait until 6:45
AM or later.

& Today'’s voters are very protective of the safety of their identity. If they have issues with you scanning their Driver’s License,
please do a manual search by typing in their name. You can assure them that we do not retain any of the information they have
on their licenses, the City of Westland has 61,000+ voters and it is only a search tool, but we respect the voter’s concerns.

& DO NOT hold up the line by scanning Driver’s License’s multiple times. We are finding that the scanners are possibly not “top of
the line” and we have had some issues with them. If it doesn’t work, just do a manual search for the voter.

& Training new people on the computer is acceptable and encouraged. However, do not do this at the expense of the voter. Make
sure the voters are being processed in a timely manner.

& Watch the flow of your precinct. If you find that voters are being held up at any area, make the necessary adjustments as
needed. Keep an eye on things.

& Check the number of your next ballot, the number on the tabulator, and the number of ballots issued on your computer
periodically. This will ensure your closing paperwork is correct.

Always remember, as an election inspector or chairperson you have a very important
Jjob and that is to protect the integrity of the election process.
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