Electronic Pollbook and
Self Help Guide

Call the BOE for any issue you cannot quickly resolve

Onslow County Board of Elections. Revision 5, 02/06/2020



TO BEGIN THE VOTING
PROCESS DOUBLE CLICK
THE STOP SIGN

FOR POLL WORKER
TRAINING MATERIALS
DOUBLE CLICK THE
FOLDER




Differences Between One-Stop and Election
Day

e On Election Day you _
— i On Election Day you
' \C//(A\#ENST Registera NEW x CANNOT CANCEL aVote

There is not a chance to
review the voter information
on the ATV. Once you select
vote it is done.

On Election Day you DO NOT
place the ATV NUMBER on
the BALLOT
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Connecting
Printer to the
Computer

Connect the USB cable
end with the sticker into
the USB port on the
computer with the
sticker as shown below
(Sticker colors will vary).




Checking Default Printer
in Windows 10

® 1) Click in the box that says “"Type here to
search” on the lower left corner of the
desktop.

|II

® 2)Type “control panel” slowly. You should
see a ‘Best Match’ appear that says “"Control
Panel” like the picture to the right, click
those words to open up the control panel
menu.

B O @

Best match

Control Panel

App
Recent

E4 system

Apps

5] Settings

ﬂ Intel® Graphics Control Panel
Search the web

L control panel - See web rasults

Settings (2)

£ control panel



When the control panel opens up click on *View
vices and printers.

) Under printers, look for the printer name of the
rinter that you have hooked up (e.g. Brother HL-
2300 Series).

5) Right click on the picture of it to bring up the
small menu and then click ‘Set as default printer".
If you get a message saying this will turn off a
windows feature click *OK’

* 6) When done you should see a green check mark
on the picture of your printer. If you see the
check mark then you can close those windows.
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Model:  RICOH PCL6 Universal ..




* 7)In SOSA/OVRD click ‘File" and then
‘Options’ to get to the page for your

B
test print. =

* 8)In the bottom left corner of the
screen ensure the current printer has
the same name as the default printer
you selected.

Information
General system information. '

] Print
E Printer settings and testing. '
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* If not go back to step 3.

* g) Ifitis the same then click the ‘Test
Print’ button and a test page will print
from the connected printer. Click the
‘OK’ button after it is done printing.

You are now set to being the voting
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Troubleshooting

7

\_

Turn off the printer.

Ensure the printer cable is securely attached to the

back of the printer and the USB port on the computer.

Turn back on the printer.

Ensure the correct printer is selected as the default

printer

When all else fails call the BOE




Log-In Procedure

® From the computer desktop, double-click the One-
Stop Voting icon and the One-Stop Voting
authentication window will appear.

® Enter the username and password provided by
BOE for you to use; ensure ‘Production’ is selected
and location is ‘LOCAL". Click the ‘Login’ button to
login to SOSA/OVRD, or click the ‘*Cancel’ button
to cancel the login. Click *Login’. Voting
Information popup appears. If the site and location
match, click the ‘OK’ button.

Environment

SOSA Voting

AVIronme
[TRAINING

Locati

ocaton
|LOCAL

CCCCC




One-Stop ONLY

ESCISD. Wating Information

Elecltion Dale: 03072017
Eleclion Sile: [NOT SELECTED]
Machine: SBEWKO1RMI108

Validalion Status: NOT VALIDATED

MESH: 270902FEAD17FOBE49B<43661BECSD3FS
GUID:  00000000-0000-0000-0000-000000000 00 0

Shotus

The follewning iasus(sl need fo be dealt with:
[1] Mo election site selectad.
|2] Machinz nesds o be validated.

ID: [NOT SET]

Full Install & 4

Export Post Election
Audit Data Complete: N

Ok | | Concel

® After clicking login, if you see the screen to
the right with red writing on it, STOP AND
CALLTHE BOE.

® If election site has your location, validation
status says "Validated” and ID has the same
number that is written on the Desktop of
the computer then click *Ok’ and the main
screen will appear.

A -



Election Day ONLY

(5 Vo e =™  ® |fthe Election Site matches your
FlectionDate. 0310772017 location and there is a machine ID along
i i with an assigned alphabetic range then
Machine: SBEWKO01RM108 I k k t d t th .
e you can click ok to proceed to the main
AlphabetRange: [NOTSELECTED] S C re e n .
e ° If you see red writing in any of those
e locations, like the picture to the left, or the
Ol socionsi e, 5 election site does not match your location,
: —— STOP AND CALL THE BOE.
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Basic
Pollbook
Functions
(One-Stop)
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® 1) Search - Initiates the search of the database for potential voters
based on the criteria entered. Return limited to 500 records.

® 2)Clear—Clears all fields in the search criteria area.

® 3) More Criteria — Displays more searching criteria including address.

® 4) Show Removed Voters — NOT TO BE USED BY POLL WORKERS

® 1) lssue — Initiates the vote process for the selected voter from the
Potential Voters How to Vote, has a drop down for In-Person or
Curbside(if allowed).
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*  6)Cancel Vote — Opens the Cancel Vote Screen Cancelling A Vote (One-Stop)
*  7)Note —Opens the Note screen to begin adding a note to the voter’s absentee vote information.

*  8)Reprint—Allows the user to reprint the voter application to the connected printer. Reprinting an One-Stop Application

* 9) New Voter Reg—Opens the New Registration screen to register and vote a Same Day (IPR) registrant. New In-Person (Same Day) Registration

* 10)Update Voter Reg — Opens the Edit Registration screen to begin editing voter information that has been provided with a voter application.
Updating An Existing Registration

* 11)View Voter Reg— Opens the Voter Registration screen in read-only mode so the user can review the voter information in detail. View
Registration Information

* 12) New Voter Prov - Allows a new provisional voter to be added (non-existing registrant) How to Vote Provisional

*  13) Existing Voter Prov — Allows adding a provisional vote to an existing registered voter.

*  14)View Prov- Allows view the provisional vote entered on this machine. View Provisional Information

15) Reprint(Prov) — Allows the reprinting of provisional forms to the connected printer. Reprinting A Provisional Form

16) Print Referral — Allows the printing of a blank Help Referral Form or pre-populated form for a selected voter. Printing A Help Referral Form
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Basic
Pollbook
Functions
(Election

Day)
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1) Search — Initiates the search of the database for potential voters
based on the criteria entered. Return limited to 5oo records.

2) Clear — Clears all fields in the search criteria area.
3) More Criteria — Displays more searching criteria including address.
4) Show Removed Voters — NOT TO BE USED BY POLL WORKERS

5) Vote — Initiates the vote process for the selected voter from the
Potential Voters How to Vote OVRD, has a drop down for In-Person or
Curbside(if allowed).
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ol QVRDVoting (v.2.3.22) - LOCAL {one _stop) - EBurton - 11/08/2016 GEMERAL - Mach:S3EWKO1RM108 - Site:CH-B

Horne Tools
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1 2 14 15

Search - Voting Registration 11 12 13 provisional Voting 16
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* 7) Reprint — Allows the user to reprint the voter application to the connected printer. Reprinting an ATV

* 8)Flag as Absentee — Flag the selected voter as having returned an absentee ballot.
* 9)Flag as Transfer — Flag the voter as having voted in another precinct.

* 10) Update Voter Reg — Opens the Edit Registration screen to begin editing voter information that has been provided with a voter
application. Updating An Existing Registration

View Registration Information

* 12) New Voter Prov - Allows a new provisional voter to be added (non-existing registrant) How to Vote Provisional

* 13) Existing Voter Prov — Allows adding a provisional vote to an existing registered voter.

*  14)View Prov- Allows view the provisional vote entered on this machine. View Provisional Information

*  15) Reprint(Prov) — Allows the reprinting of provisional forms to the connected printer. Reprinting A Provisional Form

°  16) Print Referral — Allows the printing of a blank Help Referral Form or pre-populated form for a selected voter. Printing A Help
Referral Form

* 11)View Voter Reg — Opens the Voter Registration screen in read-only mode so the user can review the voter information in detail.



Searching for a Voter

® You search by name, date of birth or address
(click the “More Criteria” box first)

® Enter the voter’s last name in the ‘Last Name'
field, e.g. "SMITH". If the user is unsure of the
spelling of the voter’s last name (SMITH vs.
SMYTH), the wildcard symbol (%) can be
used to ensure all spellings of the name are
located (e.g. "SM%TH").

® Make sure you select the right voter, look at
the suffix (i.e. Jr, Sr, 1 11 11, 1V)

- 2% Cancel Vote Flag as Absentes

£

Repnnt Flag as Transfer ]
Vote - View LUpdate Add
- Vister  WVoter Mew
".l\_".il'll._; F.I:'._|i:'.'i:'.i_"l
First MName Middle Mame
Type Suffog Linit City
R R - HUEBERT
Potential Volers (88 ross)
Address Mal Ak  Ballol
111 GAMEBLE WaY HUBERT, NC 28539 ROO1
175 PENINSULA MANOR RD HUBERT, NC 285359 Do03
301 CINNAMON DR HUBERT. NC 28539 ROO1

1NE KMIITEIEI M INE HINRERT RIT 2RE0

BC21/BC21

500 DION DR HUBERT, NC 28538 ROO01
170 VAN RIGGS RD HUBERT. NC 28539 | NOO7L
656 EEAR CREEK RD HUBERT, NC 28530 Doo3
278 REID ACRES LN # C HUBERT, NC 28539 RO0
314 N WINCHESTER LN HUBERT. NC 28539 | NDD7L
B35 WEST WILLIS LNDG RD & 5 HUEERT, NC 28538 NOOFT
389 HWY 172 HUBERT. NC 28539 | ROO1
502 WEST WILLIS LNDG RD HUBERT, NC 28538 Coo3
118 EAST MYBRIDGE DR HUBERT, NC 28539 ROOT

RAINNT AT



[ Search Error 2 | * Asearchon justavoter's last name can be used.
However, to speed up the search and reduce the
.-”"_"\-.I More than 500 voters would be retrieved from the criteria chozen. number Of voters Iocatedl Itis beSt to use bOth the
&Y' Please narrow your search. first and last name of the voter. If more than 5oo
results are going to be returned, a message displays

to narrow the search. Click ‘*OK’ to clear the message
ok | and begin the search again.

IFTHEVOTER’S NAME CANNOT BE FOUND, TRY THE FOLLOWING:
Verify the spelling of the name.

Verify there is no name change.

Search using only a portion of the voter’s last name and first name, such as the first few letters and add the wildcard
symbol (%) at the end.

* Example: ‘Last Name': "SM%" ‘First Name': "D%", this will find all voters with last names beginning with “SM"”, and first
names beginning with “D".

* Search using other criteria fields instead, such as ‘Street Name’ or 'DOB (MM/DD/YYYY)'. The ‘More Criteria’ and box
on the Home tab will give you more search options.

One-Stop Only

* Ifthe voters name cannot be found after this begin a New Voter Registration. New In-Person (Same Day) Registration

A -



Voter Information Grid

1 2 3 4 5 6 7 8
MalAdl  BalltSyle Paty(VoledPart Gender Race  DOB
VOTING. ALWAYS B 246 GEORGETOWN RD JACKSONVILLE, NC 28540 01/03/2000
VOTING, IMA B 246 GEORGETOWN RD JACKSONVILLE, NC 28540 REP FEMALE | WHITE [12131/1999
| VOTING, MIGHT COULD | 246 GEORGETOWN RD JACKSONVILLE, NC 28540 | |Go0s0 | GRE | 010272000 |

® 1) Name —The full name of the registered or provisional voter presented as last name first.

® 2)Address—The residential address of the registered or provisional voter.

®  3) Mail Addr - Indicates with an X that the registrant or provisional voter has a mailing address.

®  4)Ballot Style — The ballot style of the registered or provisional voter.

® ) Party (Voted Party) — Displays the registrant or provisional voter’s registered party and party voted.
® 6)Gender—The gender of the registered or provisional voter.

7) Race —The race of the registered or provisional voter.

8) DOB —The date of birth of the registered or provisional voter. **A voter’s DOB is confidential, DO NOT GIVE IT OUT**



Voter Information Panel

E 1VRN: 4 ACTIVE 5 JAD1/JADT 6 VOTED &
= 2VOTING, ALWAYS B
w246 GEORGETOWN RD : . Lt
= 3 JACKSONVILLE. NC 28540 7 Shkeas g%rgéjéggg
z Ballat Style: RO108
& PCT/VTD: JADT/JADT
Ballot ID: 110-9
Appl. Num: OS-LOB-110-7

1) Voter Registration Number (VRN) — If the selected voter is registered then a number will appear if not it will be blank.
2) Name — Displays the voter’s Last Name, First Name, Middle Name (if in the system), Suffix (if applicable).

3) Address — Displays the voter’s mailing address.

4) Status — Displays the voter’s current status (Active or Inactive)

5) Voter Precinct / Voter District — Displays the Precinct and District associated with the voter’s registered address.

6) Voter Information Icons —Will change depending on specific voter information. See the following slides for descriptions of
each.

7) If Voted Information — Once a voter has been entered in the system as voted this information will be populated. See the
following slides for descriptions of each field.

A -



«# CanVote - Green checkmark icon displays indicating the selected registrant is eligible to vote.

/\ No Ballot - Red exclamation triangle icon displays indicating the selected registrant has no ballot
for the election.

Has Voted - Displays red exclamation triangle icon when a voter presents themselves to vote
when they have previously voted in the current election.

6 Has Voted - Displays black and red "no” icon when a voter presents themselves to vote when they
have previously voted.

.1 Return - Envelope icon displays indicating that a By-mail absentee ballot has been returned to
the One-Stop site.

®% ID Validation - ID icon displays when the voter is flagged as needing to provide HAVA ID.

1 Inactive Voter - Address book and red exclamation triangle icons display when a voter presents
“ themselves to vote after their status changed to Inactive.

.

~#1 Note - Note icon displays if there is a note on the selected voters record.
_\?V Provisional Voter — Provisional icon displays when a record was logged as a provisional voter.



1 VOTED &

2 Election Date: 03/03/2020

3 Voted Date: 02262020

,, Ballot Style: RO108

5 PCT/VTD: JADT/JADT

6 DBallot I1D: 110-5

7 Appl. Num: 0S-LOB-110-7

1) Voter Status — Shows that the individual has voted.

* 2) Election Date — Shows the current election date after the Vote Button is clicked.

* 3)Voted Date — Shows the date that the voter cast the ballot after the Vote Button is clicked.
* 4)Ballot Style — Shows the Ballot Style assigned to the voter after the Vote Button is clicked.

* 5) PCT/VTD - Shows the Precinct and District associated with the voter's registered address after the Vote
Button is clicked.

* 6)Ballot ID —Shows the Ballot ID associated to the voter after the Vote Button is clicked. The number is made
up of the machine abbreviation and a unique ballot number for that machine (e.g. 101-56).

7) Appl. Number — Shows the application number of the one-stop vote which is made up of request type (OS),
voting place, machine number and a sequence number (e.g. OS-OFF-101-98).
A



® 1) Enter appropriate search criteria in the Search Criteria fields.
Start with the voters last and first name. Refer to Searching for a
Voterin SOSA.

® If the voteris located proceed to step 2

® |fthe voteris not located:

® Check the spelling of the name
How to Vote

® Use wildcard options (%) in the name search

(O ne-Sto P) ® Verify the voter has not changed their name since their last
registration update.

® If there is a name change, proceed with a voter update
using ‘Update Voter Reg’ button Basic SOSA Functions

® If the voter is still not located proceed with a new voter
registration. New In-Person (Same Day) Registration

A -




® 2)Select the correct voter from the Potential Voters grid

*ENSURE YOU VERIFY IT ISTHE CORRECT VOTER, THERE MAY BE MULTIPLE VOTERS WITH THE
SAME NAME.

® Have the voter verify their Full Name and Residential Address.
® 3)Check the voter’s vote status in the Voter Information Panel.

® If there no data in the Voter Information Panel, proceed to Step 4.

® If there IS data in the Voter Information Panel, this window indicates the voter may have voted by
paper Absentee Ballot or at another One-Stop Site.

® If the voter claims they DID NOT vote already then proceed with the Provisional process How to
Vote Provisional

® If the voter states they DID vote then the voter should not be allowed to vote again.

® 4)Check the voter’s registration status on the left side of the Voter Information Panel.

® If the status is ACTIVE or TEMPORARY, verify the registrant has a valid Ballot Style (e.g. Goo1) then
proceed to step 5. If the voter has NO BALLOT as he Ballot choice then the voter has no contest for

the selected election and should not be allowed to vote.

® Ifthe vote is INACTIVE, their registration must be updated using the ‘Update Voter Reg’ button. This
will update their status to ACTIVE and allow them to vote (link)

@ >




* ) Verify the voter’s name and address information.

If any voter information needs to be updated click the ‘Update Voter Reg’ button and make the changes Do
not continue with the remaining steps in this section until you update. Updating An Existing Registration

If the registration information is accurate and the voter has a ballot option, proceed to step 6.

* 6) Click the ‘Issue’ button to process a vote for the selected registrant.

Note: Clicking the ‘Issue’ button drop-down will give the option to Issue In-Person or Issue
Curbside. Clicking ‘Issue’ without using the drop-down will use the ‘Default Voting Method'’ or

Issue In-Person_ @ Proof of ID Required X
ID is required. Voter must provide ID from one ofl‘he options
* Ifthe voter is required to show Help America Vote Again (HAVA) Sl G s B
ID before voting, the Proof of ID Required pop-up (right) will ANCSTATEMENT
appear. The Type of ID the voter provides must be selected. COVERMIENT CHECK
Once a type has been selected, click ‘Save’, click the ‘Cancel’ NC NON-OPERATORS ID
. . . . OTHER GOVERNMENT DOCUMENT
button if the screen has displayed unintentionally. If the voter OTHER PHOTO 1D
refuses to show the required 'ID’ then proceed with the PAYCHECK
. TRIBAL ENROLLMENT CARD
Provisional Vote process. U.S. PASSPORT
US MILITARY 1D
° . \ 1 0 UTILITY BILL
Once you have clicked ‘Save’ the Issue Vote screen will appear VETERANS D
with all fields grayed out, as shown on the next page, and the
One-Stop Application will print.
|| cancel |




® If the current election is a primary AND the selected
voter is registered as UNAFFILIATED (UNA) the Party

*Prima ry Required pop-up will appear and you will be
_ prompted to select a ballot type. Inform the voter
Elections and select the ballot. Click ‘Save to contlnue with the
ballot issue process. [@ws <]
On |y7’< p :U.fﬁl ated v tsmy choose a partisan or a non-partisan

| ballot Selectthe v choi f'obllttyp

1 | DEMOCRATIC - DO029

1 | LIBERTARIAN - LOO77

1 | REPUBLICAN - RO101

1 | UNAFFILIATED - NO BALLOT

[ Concal || /ﬂ\ 27




Step 2: Review all registration information before continuing to vote. Click the "Back” button to make any changes. Click the "Vate"
button to save the registration and indicate to the system the voteris voting. Click the "Cancel" button to abort the process.

Application Information Mame Voter Verification
- Last Name First Name Middle Name Suffix NCDL
US Citizen VOTING WiLL BEE
Birth Date (mm/dd/yyyy) Birth State SSN
Residence Address
House# Half  Dir Street Name |:| Type Suffix Unit Will you have lived here for 30 Days
245 GEORGETOWN RD or more prior to the Election Date?
City State ZIP Code Phone & Move Date (mm/dd/yyyy)
JACKSONVILLE MNC 28540 3
Mailing Address A Voter Infarmation
Address1 Is U.S. Address '( Gender Application Dt Ballot Style Prcrt{igtiznal
MALE RO108
Address2 Race Registration Dt
WHITE Bt Referal
. . nnt Referra
City State ZIP Code Ethnicity Party
REPUBLICAN
Comments
Previous Name andfor Address Jurnisdiction List
Last Name First Name Middle Name Suffix PCT TR0L TB01L ]
MUNI JAX JRCESONVILLE
R Previous NC County (if applicable) WARD JW1 JW1
Is U.S. Address? coNg 03 CONGRESSIONAL DISTR.
Address1 SUBCT 04 04 SUPERIOR COURT
JUD 04 4TH JUDICIAL
NCSEN 06 NC SENRTE DISTRICT &
Address2 HCHSE 015 WC HOUSE DISTRICT 15 —
DROS 05 ETH DROSECUTORIAL =
City State ZIP Code

One-5Stop Issue
Vote Screen



® 7)If everything is correct, click *Vote’ to complete the ballot issue process. Do not
mistakenly click the *Cancel Vote' button.

® If the voter needs to update their name or address before the vote is processed,
click ‘Update Voter Reg’ to enable the Name and Address fields. Make any
necessary changes and click ‘Review’. The One-Stop application for will print for
the voter to verify the change and sign. Click ‘Vote’ to complete the ballot issue
process.

® If the voter needs to vote Provisionally, the ‘Vote Provisional’ button will exit the
Review process and launch the Provisional Data Entry process see How to Vote
Provisional for details on the provisional voting process in SOSA.

® If the voter has an issue that requires sending him to the Help Desk, click the
‘Print Referral’ button to print a Help Referral Form which the voter will take with
them to the Help Desk. The ‘Absentee History’ button will display any Absentee
information for the current election.

® To cancel the Issue process on the selected voter, click the *Cancel Vote’ button.

®Note: If the incorrect voter was voted, search for the voter again and then proceed with
the ‘Cancel Vote’ process. Cancelling A Vote (One-Stop)
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® 1) Enter appropriate search criteria in the Search Criteria
fields. Start with the voters last and first name. Refer to
Searching for a Voter in OVRD.

® If the voteris located, proceed to step 2.

® |fthe voteris not located:
How to Vote ® Checkthe spelling of the name
E LECT| O N ® Use wildcard options (%) in the name search

DY:\'4 ® Verify the voter has not changed their name
since their last registration update.

® If there is a name change, proceed with a
voter update using ‘Update Voter Reg’
button Basic OVRD Functions

® If the voter is still not located, the voter may
need to vote a Provisional Ballot

@ =



® 2)Select the correct voter from the Potential Voters grid

*ENSURE YOU VERIFY IT ISTHE CORRECT VOTER, THERE MAY BE
MULTIPLE VOTERS WITH THE SAME NAME.

® Have the voter verify their Full Name and Residential Address.
® 3)Check the voter’s vote status in the Voter Information Panel.
® Ifthereisn't data in the Voter Information Panel, proceed to Step 4.

® Ifthere IS data in the Voter Information Panel, this window indicates the
voter may have voted by an Absentee method, been flagged as
Transferred or Absentee, or has been cancelled.

® If the voter claims they DID NOT vote already then proceed with the
Provisional process How to Vote Provisional

® If the voter states they DID vote then the voter should not be
allowed to vote again.

4) Check the voter’s registration status on the left side of the Voter Information
Panel.

® If the status is ACTIVE or TEMPORARY, verify the registrant has a valid
Ballot Style (e.g. Goo1) then proceed to step 5. If the voter has NO
BALLOT as the Ballot choice then the voter has no contest for the
selected election and should not be allowed to vote.

® Ifthe voter is INACTIVE, their registration must be updated using the
‘Update Voter Reg’ button. This will update their status to ACTIVE and

allow them to vote.

A -



@ Proof of ID Required ES

ID is required. Voter must provide ID from one ofthe options
listed below. Any option other than photo ID mustinclude
currentname and address.

BANK STATEMENT
GOVERNMENT CHECK

NC DRIVERS LICENSE

NC NON-OPERATORS ID
OTHER GOVERNMENT DOCUMENT
OTHERPHOTCOID
PAYCHECK

TRIBAL ENROLLMENT CARD
U.5. PASSPORT

US MILITARY ID

UTILITY BILL

VETERANS ID

* 1) Verify the voter’s name and address information.

Click on the voters name, right click to bring up the print menu. Ensure
there is a check mark beside 'Print Selected’, if so then click ‘Print’ and
then click ‘Fit Page Width'. This will print the record off for the voter to
verify their information.

If any voter information needs to be updated click the ‘Update Voter
Reg’ button and make the changes Do not continue with the
remaining steps in this section until you update. Updating An Existing
Registration

If the registration information is accurate and the voter has a ballot
option, proceed to step 6.

* 6)Click the 'Vote' button to process a vote for the selected registrant.

Note: Clicking the *Vote’ button drop-down will give the option to Issue
In-Person or Issue Curbside. Clicking ‘Vote’ without using the drop-down
will use the ‘Default Voting Method’ or Issue In-Person.

If the voter is required to show Help America Vote Again (HAVA) ID before voting,
the Proof of ID Required pop-up (right) will appear. The Type of ID the voter
provides must be selected. Once a type has been selected, click ‘Save’, click the
‘Cancel’ button if the screen has displayed unintentionally. If the voter refuses to
show the required 'ID’ then proceed with the Provisional Vote process.

@ -



@ Party Required J

Unaffiliated voters may choose a partisan or a non-partisan
ballot Selectthe voter's choice for ballot type.

DEMOCRATIC - D001
LIBERTARIAN - LOO1
REPUBLICAN - ROO01
UNAFFILIATED - NO BALLOT

*Primary Elections Only*

If the current election is a primary AND the selected voter is
registered as UNAFFILIATED (UNA) the Party Required pop-up will
appear and you will be prompted to select a ballot type. Inform the
voter and select the ballot. Click ‘Save to continue with the ballot

Issue process.



The cancel vote functionality is available when a user
votes for a registered voter incorrectly. Reasons for the
incorrect vote include, but are not limited to, selecting
the wrong registered voter, choosing the wrong ballot

party for a primary, forgetting to update the residential
address.

® This process MUST be completed at the same
computer station where the voter was initially
processed.

® Provisional Votes cannot be cancelled.

Cancelling A
Vote
(One-Stop)



1) Using the Search function, find the voter that has already

voted.

2) Select the voter’s record in the Potential Voters grid to

highlight it.

3) Click the ‘Cancel Vote’ button on the Home ribbon.

4) The Cancel Vote window will appear, as shown to the right. Use
the ‘Reason’ drop-down arrow to select the appropriate reason
for canceling the vote; the reasons are described below. Enter a
Commentin the ‘Comments’ field as it is required. Click the
‘Cancel Vote' button once complete.

° Available reasons for Cancelling a Vote

CN CANCELLED
* Use when on-stop worker needs to cancel a "VOTE".
NV NOTVOTED

* Use when on-stop application was issued, but voter
chose not to vote at that time

WV WRONG VOTER

* Useifitis determined that one-stop ballot was
issued to a person other than the voter.

-
Cancel Vote

Yoter Reg Num: 000000079215

Application Mum: OS-TR12-000-5
Election Date: 12/24/2013
Voting Date: 12/24/2013

Full Name: BROWN, LAURAL FAITH

Reason

Description




Reprinting an One-Stop Application

If a problem occurs during the voting that prevents the One-Stop Application/Label from printing, the
application can be reprinted using the ‘Reprint’ button on the Home ribbon. There is also a way to reprint
the Name/Address change form/label that prints when performing an Update Voter change.

® 1) Using the Search function, find the voter that has already voted.
® 2)Select the voter’s record in the Potential Voters grid to highlight it.
3) Click the ‘Reprint’ button.

@ | = S0548 Voting (w.2.6.8) - LOCAL (one_stop) - jmay - Source DE:ONSLOW _TRAIMN - Election:03/02,/2020 PRIMARY - Mach:110 - 5ite:LOB —= =1 I
Home Tools =
[ Mere Criteria & ¥ Cancel Vote ] 2 L] £} 2 G A
n o : > ax  aA r & o 9
[ Show Remowved Voters Fa Mote ] o ) .
Search Clear Issue . MNew Voter Update WView MNew Voter Existing Wiew Reprint Print
- &5 Reprint Reg Vioter Reg  Voter Reg Prow Vioter Prow Prowv Referral ~
Search Voting Registraticn Provisional Voting
Search Criteria
Last Name First Mame Middle Mame DOBE (MM/DDMY ™Y™Y ™Y) |.'_|.l
VOTING [~
Potential Voters (4 rows)
MName Address Mail Add Ballot Style Party(Voted Part | Gender Race DOB
WOTING, ALWAYS B 246 GECRGETCWN RD JACKSONVILLE, NC 28540 ROT0E REP 01/03/2000
VOTING, IMA B 246 GECRGETCOWN RD JACKSONVILLE, MC 28540 REP FEMALE | WHITE

28540

GRE




File Home Tools

Printing A Help Referral Form

A Help Referral Form is available if the check-in (registration table) official
determines there is a need to refer the voter to the Help Desk. To print the form,
follow the steps below:

® 1) Click the ‘Print Referral’ button and choose 'Print Blank’ to print a blank form
or click ‘Print Selected Record’ to print the form for the selected record.

@ | = SOSA Voting (v.2.6.8) - LOCAL (one_stop) - jmay - Source DB:ONSLOW_TRAIN - Election:03/03/2020 PRIMARY - Mach:110 - Site:LOB

o [E ER

]

ﬂ ’ [ Meore Criteria

[ Show Remaoved Voters

@ ¥ CancelVote
F

)

5 &

e

o %

4 | OTING, ALWAYS B 246 GEORGETOWN RD JACKSONVILLE, NC 28540

Search  Clear Issi MNew Voter  Update New Voter
M Reg Voter Reg  Voter Reg Prov

Search Registraticn Provisicnal Voting
Search Criteria
Last Name First Name Middle Name
WVOTING

Potential Voters (4 rows)
Name Address Mail Add | Ballot Style | Pary(Voted Part | Gender

Print
Referral -

% Print Blank

Il o
DOB (MM/DDIYYYY) | % Print Selected Record

Race DOB




P 03/03/2020

iw:*g% Help Referral Form Election Date

=207 onsLOW county, North Carolina 02/26/2020
= Vote Dste

[<]one-ston [ |ElectionDay  votingsite:  ONSLOW COUNTY BOARD OF ELECTION worker: JM&Y

Yater's Infarmation

WOTIMNG AW AYS B

Last First Middle Suffix YRHMN
246 GEQRGETOWM RD

Address

1 CKSOMNWILLE NC 28540

City State Zip

Help Referral Reason

D Mo Record of Registration |:| Mo Have Acceptable | D
D Unreported Mave DVDterAssistanDe Meeded
D Incarrect Precind: |:| Wrong‘J/oter Selected

D Previously Removed
D Incorrect Party

D Unrecognized Address |:| Other:

HAVA Identification Provided by VYoter (if applicable)

D MC Driver Li cense I:' 11.5. PassporyPassport Card D .5, vetermans 1D Card I:I Tribal Enralirnent Card (Federal)

D NC Spedal ID Card I:l Out-of-3tate Li censeAD I:l LS Militarg 1D I:l Tribal Enrollment Card (5tate)

I:I Other

Acknowledgment of Voting Options
(Complete only if voter does not want to be referred to Help 5tation or is choosing not to cast a provisiona ballot.)

| ACKMNOWLEDGE that the election officials at this site have notified me of myvoting
options, however| am choosingto leave the voting site andior not to cast a provisional ballot at this time due to the following
reasons:

Voter Signature

DFFJ:E:'JI?E{USE |s‘=m.| | 4170_GI2G7H2 [1101 ‘ Date/Time | 02/26/202003:32:48 PM V202001




How to Vote
Provisional

The Provisional voting process consists of four steps:
searching for an existing or adding a new provisional voter,
entering registration information, entering provisional
information, and Vote. ‘Existing Voter Prov’ allows you to
create a Provisional record for an existing registrant. ‘New
Voter Prov’ allows you to create a Provisional record for an
unregistered voter. There are a lot of small variances that may
be encountered along the way such as id being required,
addresses needing to be verified, or even ballot party needing
to be chosen for primary elections. These will be addressed
during the following listed steps of the process or in other
sections of this guide as noted.
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* 1) Enter appropriate search criteria into the Search Criteria fields. This
will typically be a name search using the last name and first name (or
first few characters of the first name with a wildcard). To search address
fields, click the ‘More Criteria’ check box on the Home ribbon.

* 2)Click the ‘Search’ button.

* 3) If the voter is located, select their record from the results grid and
click *‘Existing Voter Prov’ from the Provisional Voting section of the
ribbon. If the voter is not located, click ‘New Voter Prov'.

Home oals
n ' Maore Criteria £ 1% Concel Vote ]
-- & i # 5 -
I L] = y
Show Removed Voters =, Mote ._
Ssarch  Clear L Menw Woter Wigw
- g Re=prirt Reg e Yo
Search Woting Registration

¥
Bo
| <




* 4)The Provisional
Data Entry screen
(registration
information) will
display. If ‘Existing
Voter Prov’ was
clicked, any data
from the current
voter’s record will be
pre-populated in the
appropriate fields,
as shown to the

right.

-@:': siona

Application Information Name

(| - Last Name First Name Middle Name Suffix
| U.S.Citizen @ VOTING M B

* Yes  No . - . .
i Birth Date (mm/dd/yyyy) Birth State

12/31/1999 [+| [nc [+

Residence Address

House# Half  Dir Street Name Type Suffix Unit Will you have lived here for 30 Days E

28 |*| | GEORGETOWN || R0 |+ |+ or more prior to the Election Date?

City State  ZIP Code County Phone @ yes Move Date (mm/ddfyyyy)

JACKSONVILLE [|[nc [+|[285200 |+ [~ £ No

Mailing Address Voter Information

Address IsU.S. Address?EI Gender Ethnicity

FEMALE [+ [ NOTHISPANIC|+
Address2 Race Party
WHITE  |v| [REPUBLICAN |+
City State ZIP Code NCDL #
SSN (Last 4)

Previous Name and/or Address

Last Name First Name Middle Marne Suffix

15 US. Address? Previous NC County (|fapp||cvable]

Address1

Address2

City State ZIP Code

Acknw Cancel
Next Only X Vote




* 4) If ‘New Voter
Prov’ was clicked the
Provisional (New)
Data Entry Screen,
will appear as shown
to the right.

@ Frovisional [New) Lrata entr

Application Information Narme _ _ _
U.S. Citizen @ i_ast Name | First Name | i\c"hddle Name | Suffix | :
|
 Yes " No
= Birth Date (mm/dd/yyyy) Birth State

-

Residence Address
House# Half  Dir Street Name plcw St Bonnes|  Type Suffix Unit Will you have lived here for 30 Days IZI
L] [_| [ [ | |v| [ =] | =] | | ormore prior to the Election Date?
City State  ZIP Code County Phane & Yes !‘ﬂcwe Date (mm/dd/yyyy)
! I = | [l | | CNo | I-]
Mailing Address Voter Information
Address1 Is U.S.Ad-dress?l:‘ Gender Ethnicity
i | | |v! )
Address2 Race Pai rty
I L] = | =]
City State ZIP Code NCDL #
! 1 W ||
SSN(lLast4)
| [
Previous Name and/or Address
Last Name First Name Middle Name Suffix
| | | | | | | x|
Is U.S. Address? il_:’revlcus MNC County (|fappl|-i:§rle)
Address1 } -
i |
Address2
i |
City State ZIP Code
i 0 [ o] | |
Acknw Cancel
Next Only x Vote




* ) Fillin appropriate registration data. Fields with names in red text are required and must be
populated to move to the next step. When all data has been entered, click ‘Next'".

Note: If the voter does not want to vote provisionally, click the ‘Acknw Only’ button to print an
Acknowledgment Notice which informs the voter of their options to vote and must be signed by the
voter. Clicking ‘Acknw Only’ prints the form and cancels the Provisional vote process.

E i roof o uir Py
*  6)The Proof of ID Required pop-up, as shown on O redoRiges -
the next page, will appear. The type of ID the voter sl el et o p el
provides must be selected; the different types are Pt i Thac e et o et
|iSted in the table on the next page Once a type has the forms of |0 listed below. fihe voter does not present D,
. the voter may shll vote provisionally by selecting the Mo D"
been selected, click the ‘Select’ button. If the iy
Provisional voter does not provide ID, click the ‘No Sk e e =
ID’ button. Select the ‘Cancel’ button if the screen Pk S
has displayed unintentionally. OTHER GOVERNMENT DOCUMENT
OTHER PHOTO D
o PAYCHECK
Note: Pollworkers are NOT required to ask voters for R RO R R B,
ID. If a provisional voter presents ID on their own, it is o il
OK to accept it. Otherwise, simply click No ID if the Quniman. e
voter does not provide one. e | | |
| = X



7) Based on the voter’s address and party information entered on the Provisional Data Entry screen, an
default ‘Party Voted’ and 'Ballot Style Issued’ will be set. If the voter’s registered party is Unaffiliated and the
election is a primary, the message shown to the below may display (if there are no UNA contests). Click OK
and select the appropriate ‘Party Voted' from the drop-down on the Provisional Information screen. Select
the appropriate 'Ballot Style Issued’ from the drop-down (see example on next page). The ‘Ballot Style
Issued’ field will not be populated if there is not a matching ballot style for the address (likely due to a

Geocode issue).
Ballot Style Validation Warning %

. No Ballot Styles found for the selected Party Voted. Please select a Party
rd lj; Voted which has an available Ballot Style.

0K

* 8)The Provisional Data Entry (provisional information ) screen will display.



| & Provisiona

Provisional Voting Reason

Provisional Voter Registration Information
Full Name IMA B VOTING |'
US Citizen? Yes [ Curbside
Birth Date 12f31/1999
Age 20
VEN Party Voted Default Ballot Style
Residential Address 246 GEORGETOWN RD REPUBLICAN -| RO108
JACKSONVILLE NC 28540 Ballot Style Issued Assigned Precinct
Residential CDUI"IWI RO108 |v JAD1
Will you have lived Yes
here for 30 days or
more prior to the
Election Date?
Maove Date
Phone
Mailing Address Jurisdiction List
) PCT JRO1 JRO1
Previous Name MUNT JEX JACKSONVILLE
Previous Address WALRD JW1 JHL
Previous County CONG 03 CONGRESSIONAL DISTRICT 3
) SUBCT 04 04 SUPERICR COURT
Birth State NC JuD 04 4TH JUDICIAL
NCDL NCSEN 0E NC SENATE DISTRICT &
saN NCHSE 015 NC HOUSE DISTRICT 15
PROS 05 5TH PROSECUTORIAL
Gender FEMALE VTD JEOL1 Ja01
Race WHITE
Ethnicity NOT HISPANIC or NOT LATINO
Party REPUBLICAN
ID Provided? .3 PASSPORT
Previous Review Agﬁlr;w X C\?Sfeel

9) Select a Provisional Voting Reason from
the drop-down (if not already populated).

10) If the provisional vote was cast
curbside, check the ‘Curbside’ box.

11) Select a Ballot Style Issued from the
drop-down (if not already populated).

12) If the voter does not want to vote
provisionally, click the ‘Acknw Only’
button to print an Acknowledgment
Notice which informs the voter of their
options to vote and must be signed by the
voter. Clicking "Acknw Only’ prints the
form and cancels the Provisional vote

process.
ELSE

Click ‘Review’ once all required fields are
populated. The Provisional Voting
Apflication form/label will print to the
default printer. If ‘Reasonable
Impediment’ was set to ‘Yes’, the
Reasonable Impediment Declaration form

will also print.

@ -



s I

PROVISIOMAL YOTIMG APPUCATION - ONSLOWY COUNTY ELECTICH: 03/03,/2020 I peno: LOB-110-2

| |
L=e lopew 0 R T Veter VRN

VOTERREGISTRATION/UPDATE FORM

AREYOU ACITIZEN OF THE UNITED STATES OF AMERICA? TEEE woQOd IF ¥OU CHECKED "NO"IN RESPONSE TOD EITHER OF THESE
WILL YOU 5E AT LEAST 158 YEARS OF AGE ON OR BEFORE ELECTION DAY? YES @ WO QUESTIONS, DO NOT COMPLETE THIE FORM.

AR R R i e—— S ———

246 GEORGETOWN RD JACKSOMVILLE NC 28540

MAILING ADDRESS FHONE

HAWE YOU LVED AT YOUR ADDRESS FOR 30 OR MORE DAYS? IF "NO,” DATE MOVED? NAME USED IN PREVIOUS REGISTRATION

Yes [ Mo []

PREVIOUS ADDRESS PREVIOUS COUNTY

DATE OF BIRTH BIRTH STATEXCOUNTRY ‘GENDER RACE ETHMICITY PARTY AFFILIATION
12/21/1999 NC O Mzl [ &frican American/Black [ Hispanic [ Demacratic [ Grzzn
NCDRIVERS LICENEE NO. | |LAST FOUR DIGs oF 5sn | ] Female [ &merican Indizn/Alaska Native [ Nt Hispanic [ Republican [ Constitution
0 asizn [ wWhite [ Unsffilist=d [ Libertarizn

1 Mushirzeisl [ Cthar M frhar

Top of Printed Provisional Application.
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VOTER'S AFFIRMATION OF ELIGIBILITYTO VOTE

| attest that in addition to having read and understood the contents ofthis form, that under penalty of perjury that:

B am currently registered to vote (or made a timely attempt to register) in this county and | willhave resided at the address noted abave for 30
days immediately priorto this election.

B | have not moved out of this county since my ariginal registration or registered to vote orvoted in another county or state sincethat time.

B 1 am a United States citizen and [11 am at least 18 years old, orwill be by the date of the general election.

B 45 indicated above, my palitical party preferenceis: REPUBLICAN

G4 | understand that it is a felony to vote more than one time in an election.

B9 | have notbeen convictsd of a felony, orif | have been convicted of a felony, | have completed my sentence, including any probation or parale.

¥ My reasons for voting provisionally are noted below ¥

[<] Theelection official cannotfind a record of my registration. (No Record of Registration)

O | submitted a voter registration application to the DMV, sither in-person or online on . My driver license number is

[ | submitted & voter registration application to {specify agency. board of elections office, or another person) on
[ I moved within my county and my voter registration was notupdated priorto election day. (Unreported Move)
[J1am choosing to vote at a voting place assigned to a precingin which | do notlive. (Incorrect Precinct)
1 am voting provisicnally due to an D issue:
[ My voter registration was previously cancelled but | belisve | am eligible to vote today. (Previously Removed)
[J1am choosing to votea ballotstyle fora party ofwhich | am notshownto be registered. (Incorrect Party)
[ The election official cannot locate my residentialaddress intheir records to determine my proper ballot style. (Unrecognized Address)
[ Theregistration records indicats that | have already vaoted in this election. (Voter Already Voted)
1 disputethe election districtto which | am assigned. | believe | livein election district (Jurisdiction Dispute)
[ 1 am voting during extended voting hours. {Vioting During Extended Hours)

FRAUDULENTLYOR FALSELY COMPLETING THIS X X
FORMIS & CLASS | FELONY UNDER CHAPTER

185 OF THE NC GENERAL STATUTES

Srovighonal Vaiers Signairs Siacton Offcla Signatrs
Date/Time: | 02/05/2020 Site: | LOB Station: | 4170_GIs0ma
Operator: | JhIAY Trans |10: | 110-3 PIN: | DD&3-110-2
HAVA |D Provided: .5, PASSPORT [ Curbside
VoterWiew Precinct I Provisional Precinct: 1ol Ballot Style |ssued
VoterView Party I Provisional Party: REP | I||I|| |||I||I Ill II I||
VoterView Ballot I Provisional Ballot: RO103

Bottom of
Printed
rovisional
Application.
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Data E — D
Provisional Voter Registration Information Provisional Woting Information
Full Name IMA B VOTING Election Date 030372020 =
US Citizen? Yes Poll Book Number LOB-110-2
Birth Date 12/31/1999 PIN DD63-110-2
Age 20 Location Voted LOB
VRN Assigned Precinct 1
Residential Address 246 GEORGETOWN RD Provisional Voting MO RECORD OF
JACKSONVILLE NC 28540 Reason REGISTRATION
Residential County Photo D Type
Will you have lived Yes Reasonable Impediment  No
here for 30 days or R ble| di "
more prior to the Reasonable Impedimen -
Election Date?
Move Date
Phone
Mailing Address Jurisdiction List
. BCT JRO1 JRO1
Previous Name MUNT I2Y JACKSONVILLE
Previous Address WARD JW1 JW1
Previous County COoNG 03 CONGRESSIONAL DISTRICT 3
) SURCT 04 04 SUPERIOR COURT
Birth State NC JuD 04 4TH JUDICIAL
NCDL NCSEN o€ NC SENATE DISTRICT &
aaN NCHSE 015 NC HOUSE DISTRICT 15
PROS 05 5TH DPROSECUTORIAL
Gender FEMALE vTD 201 TR0
Race WHITE
Ethnicity NOT HISPANIC or NOT LATINO
Party REPUBLICAN
ID Provided? U.5. PASSPORT
Acknw Cancel
¥ Vole Only * Vote

13) After clicking review and the Provisional Application prints, the Provisional Data Entry (review) screen will

display as shown below. -
_ p i * To cancel the Provisional process on

the selected voter, click the ‘Cancel
Vote' button.

' * |fthe voter does not want to vote

provisionally, click the ‘Acknw Only’
button to print an Acknowledgment
Notice which informs the voter of
their options to vote and must be
signed by the voter. Clicking "Acknw
Only’ prints the form and cancels the
Provisional vote process.

Note: Once ‘Vote’ has been clicked, a
Provisional vote cannot be cancelled
afterward. The ‘Note" functionis also
disabled for Provisional records.

* If everythingis correct, click ‘Vote’ to
complete the Provisional process.
The Provisional Voter Instruction
sheet or label (depending on the
print settings) will print.



ONSLOW COUNTY BOARD OF ELECTIONS
248 GEORGETOWN RD.
JACKSONVILLE, NC 28540

Phone: (910) 455-4484 « Fax: (910) 455-1380 = onslowBOE@onslowcountync gov

Provisional Voter Instructions
(How to Check the Status of Your Provisional Vote)

You were required tovote a provisional ballot today because of the following reason:

NO RECORD OF REGISTRATION Election Date:  03/03/2020

Your provisional ballot application will be thoroughly researched to determine whether you were eligible to vote the ballot.
The County Board of Elections will meet formallyto make a decision on whether to count your provisional ballot. If the
Board finds that youwere eligible to vote the ballot, your ballot will be counted before this election is made final.

By law, individuals who vote a provisional ballot have the right to learn iftheir ballotwas counted. If it was not counted, the
County Board of Elections will tell you the reason why it was not counted.

You may check the status of your provisional application and ballot no earlier
than ten (10) days after election day using one of the following methods:

Youwill be asked forthe following:
www.ncsbe.gov

Select "Check Your

* Count
ONLINE Provisional Vote” . E|[:;Ucrt1ign
] » Birth Date
Remember to Wait 10 Days + Personal ldentification Number (PIN)

Y vour PN W

ONSLOW COUNTY VOTING, IMA B
BOARD OF ELECTIONS
CALL PV Reason: MO RECORD OF REGISTRATION
910-455-4484
(During normal business hours) Ballotlssued: RO103 FParty Issued:REF
__Remember toWait 10Days | [ PIN-DD63-110-2

STATE BOARD OF ELECTIONS Protect your PIN!

CALL 1-866-522-4723 Your PIN is the key toyour provisional
(During normal business hours) information. If you lose your PIN, you must
visit the County Board of Elections in person
Remember to Wait 10 Days to determine if your ballotwas counted.

If youwererequiredto vote a provisional ballotbecause you did not present acceptable identification, you MUST provide the county
board of elections with acceptable identification no 1ater than 5:00 p.m. on March 12, 2020. You may mail, fax, email or bring the
|0 in person. It would be helpful if vou include this document The county board contact information is:

OMSLOW COUNTY BOARD OF ELECTIONS Fhone: (910)455-4484
246 GEOQRGETOWN RD. Fax: (910)455-1380
JACKSONVILLE, NC 28540 Email: onslowBOE@onslowcountync.goy
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Reprinting A Provisional Form

0 o f
METEITA

If a problem occurs during the voting that prevents the
Provisional Forms/Labels from printing, the application can be
reprinted using the ‘Reprint’ button in the Provisional Voting
section of the Home ribbon.

® 1) Using the Search function, find the voter that has already
voted.

® 2)Select the voter’s record in the Potential Voters grid to
highlight it.

® 3)Click the arrow under the ‘Reprint’ button in the
Provisional Voting section of the ribbon. Choose ‘Reprint
Provisional Form’ or ‘Reprint Instruction Sheet'.

@ =



New
Registrations
and Registration
Updates

During one-stop voting, a registered voter may update their name,
address, or phone number information so long as the residential address
change is within the same county. Due to a preliminary injunction granted
for House Bill 589, a citizen living within the county can also newly
register at a one-stop site and vote during the one-stop voting period.
Furthermore, a registered voter can also update any of their registered
information during this same time period except for party if the election is
a primary.

The Update Voter function of SOSA allows the user to update a voter’s
registration information using the ‘Update Voter Reg’ button. Only active
and inactive voters can be updated through SOSA. One of these
processes must be performed on INACTIVE voters in order to allow access
to voting in SOSA.

The New Voter function of SOSA allows the user to provide for in-person

registration and voting at one-stop voting sites using the ‘New Voter Reg’
button. This is a three-step process which includes Data Entry, Review of

Data Entry, and Vote.

SOSA also provides the user a read-only view of a voter’s registration
information.
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Updating An
Existing
Registration

To begin the process of updating voter registration
information in SOSA Voting use the ‘Update Voter Reg’
button on the Home ribbon. The ‘Update Voter Reg’ button
functionality allows updating of the voter’s name,
residential address, mailing address and phone number.
The intent is that the voter is providing a filled out voter
application that will be scanned in back at the office. Also,
a name/address change form will print that the voter must
review and sign.

The following procedure demonstrates how to update a
voter’s registration information, for Active and Inactive
voters.
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Application Information Name Voter Verification

) Using the Search function, find the voter = usce Fist Nome

R . i Birth Date (mm/dd/yyyy) Birth State SSN
hat wants to update their information.
Residence Address
House# Half  Dir Street Name I:I Type Suffix Unit Will you have lived here for 30 Days

246 GEORGETOWN RD or more prior to the Election Date?

2) Select the voter’s record in the Potential e ey

VOte rs g ri d to h i g h | ig ht it' Mailing Address Voter Information
Address1 IsU.S. Add'ESS? Ger:der Application Dt Ballot Style Prn:‘:ics)tignal
3) Click the ‘Update Voter Reg’ button on  aues e Reqstaton 1

Print Referral

A City State ZIP Code Ethnicity Party
the Home ribbon.

. . . Comments
: The U pdate VOter RegIStratlon Screen WI ” Previous Name and/or Address . . . Jurisdiction List
d iS p | ayl as S h Own to the ri g htl With Ste p 1. Last Name First Name Middle Name Suffix ;—(;I i’;l jiz;smnw N
Is U.S. Address? Previous NC County (if applicable) :gf{z ;’:l ig;cussmuu —
® Use this screen to make any registration s o meme
changes allowed. pree=2 e el
City State ZIP Code . : 7
‘ Back ‘Q? Vote |x Cancel

Note: If the voter needs to vote Provisionally, the *Vote Provisional’ button will exit the Update Voter process and
launch the Provisional Data Entry process.

ote: If the voter has an issue that requires sending him to the Help Desk, click the ‘Print Referral’ button to print
|p Referral Form which the voter will take with them to the Help Desk.
A -




The ‘Absentee History’ button will display any Absentee information for the current election. The 'View Street
Ranges’ button will show the Geocode information for the ‘Street Name’ entered. Use the ‘Comments’
button if there is a need to add a comment regarding the registration changes being made. ‘Cancel Vote' will
cancel the vote process and return you to the search screen. To clear the existing Residence or Mailing
address information, click the red eraser icons at the end of each address section.

Note: If the voter has a religious objection to being photographed and has informed the county BOE of this, the
Religious Objector box will display with a checkmark to inform the One-Stop Worker that photo ID will not be
provided by the voter. Note: Religious Objector functionality remains, but the ID law has been repealed, making
this now irrelevant.

* Ask the voter when they moved. If the voter has moved less than 30 days before the election, select the ‘No’
radio button under “Will you have lived here for 30 Days or more prior to the Election Date?” and fill in ‘Move
Date’. If they moved more than 30 days before the election, select the ‘Yes' radio button under “*Will you have
lived here for 30 Days or more prior to the Election Date?”

Note: If the ‘Move Date’ is less than 30 days before the election, a message will display that the address changes
will not be saved. If ‘Yes' is clicked, the registrant can vote at their old address and the changed ‘Residence
Address’ will revert back to the address on file. If ‘No’ is clicked, it returns to the changes screen where you can
modify the data or cancel out of the change process.



Mew Registration

Name
Last Narme
VOTING

Application Information

US Citizen

Residence Address

House #  Half Dir Street Name
246 GEORGETOWN

City State
JACKSONVILLE MNC

Mailing Address
Address1

Address2

City State
Previous Name and/or Address
Last Name First Name

Is U.S. Address?

Address1

Address2

City State

[ Vew SreetRarge | 7ype

ZIP Code
28540

Is U.S. Address?

ZIP Code

Previous NC County (if applicable)

ZIP Code

Step 2: Reviewall registration information before continuing to vote. Click the "Back” button to make any changes. Click the "Vote"
button to save the registration and indicate to the system the voter is voting. Click the "Cancel" button to abort the process.

>
oter Verification
First Name Middle Name Suffix NCDL
DONTA KN
Birth State SSN
Suffix Unit Will you have lived here for 30 Days
RD or more prior to the Election Date?
Phone o Move Date (mm/dd/yyyy)
-
Woter Information
Gender Application Dt Ballot Style Vaote
Provisional
MALE D0036
Race Reqistration Dt
UNDESIGNAT - |
i rint Referral
Ethnicity Party
UNAFFILIATED
Comments
Jurisdiction List
Middle Name Suffix - TR0L TR0L -]
MUNI JHE JRCKSONVILLE
WARD TW1 JW1
CONG 03 CONCRESSIONAL DISTER.
SUBCT 04 04 SUPERIOR COURT
JUD 04 4TH JUDICIAL
HCSEN oE WC SENATE DISTRICT &
NCHSE 015 WC HOUSE DISTRICT 15 —
DROS 05 ETH DROSECUTORIAL -
Cancel™
Back ¥ Vae X Vole |

4) Click the ‘Review’ button to
complete Step 1 and move to
Step 2. At this point, SOSA will
determine if the voter must
provide HAVA ID and/or select a
party ballot Once this is
determined and provided, if
necessary, the One-Stop
Application form/label will print.

° The “Printing One-Stop Forms”
window will display indicating the
application form is being sent to
the default printer. The screen will
change to Step 2, as shown to the
right, with all fields changing to
read-only, allowing the user to
review the information. There are
several pop-up screens that may
appear at this stage as well. They
are listed below.
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n error pop-up screen appears, as shown to the right,

n the residential address entered is invalid due to it not
ing a valid street address for the county, make sure you
t the street type in the correct block. The user can either |
x the address (if a mistake was made during data entry) or

ave the voter vote a Provisional ballot (follow the county
procedures).

If a residential address is valid but there is not a valid ballot
style related to that address (and voter’s age) for the
election, the user will receive the message shown to the
right. The user can either fix the address (if a mistake was
made during data entry) or have the voter vote a Provisional
ballot (follow the county procedures).

If the election is a Primary election and the registrant being

updated has a ballot party with no valid ballot style
associated with it, the user will receive the message shown
to the right. The voter may have to vote a Provisional ballot

(follow the county procedures).

‘Back button and go back to Step 1 above.

| Update Voter Registration Error E _i
Cannot confinue the vole process!
The address entzred cennot be found in the county’s geocode listing.
Detail==
[ U —_ [ = [
pdate Voter Registration Error =
o Cannot continue the vole process!

The voter regiatration recerd as entered coniaine an address that ia not valid far thia
election and therefore is not ligible to receive a ballot.

Detzal==
Update Voter Registration Emror =
Cannot continue the vote process!
The voler registraion recoerd as enered contains a perty that is not valid for this
election and therefore is not eligible o receive a ballat.
Detail ==

Verify that all changes made are correct and that additional changes are not needed. If further changes are needed, click the

5) Click the ‘Vote' button in order to cast a ballot related to the changes just made.

: Once the Vote process is complete, there is no way to under the registration change. If the voter does not wish to vote at
e or the user has made a mistake, click the ‘Cancel Vote’ button.




New In-Person
(Same Day)
Registration
(One Stop Only)

If a voter cannot be found in SOSA using the Search function
and/or the voter says they are not registered in the county, a
new In-Person Registration (IPR) may need to be processed.
This process should NOT be used if the voter is already
registered, especially during a primary. It is not intended as an
end-around for changing a voter’s party, as that change will
be caught back at the county office.

The following procedure demonstrates how to add a new
registration.
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lick the ‘New Voter Reg’ button from the ribbon.
ep 1 of the New Registration screen will appear, as
own to the right.

* Enterall of the voter’s information provided (the
required fields are the minimum fields that need entry).

* The following fields are required: ‘US Citizen’, ‘Last
Name’, 'Birth Date’, ‘House #’, ‘Street Name’, ‘City’,
‘State’, ‘Zip’, '30-day move’ radio button, and ‘Party’. To
save keystrokes during data entry, use the ‘View Street
Ranges’ button to display the street information.
Double-clicking a row will populate all address fields
except for the house number. Enter all available
registration information.

* Usethe ‘Comments’ button if there is a need to add a
comment regarding the new registration. Click ‘Print
Referral’ to print a Help Referral form if the voter needs
to be sent to the help table for some sort of problem.
Click ‘Vote Provisional’ if the voter needs to vote a
Provisional ballot.

*  Click the ‘Review’ button to complete Step 1 and move
to Step 2. Select a ‘Proof of Residence’ HAVA document
from the pop-up list and select a ‘Voting Method’ from
the second pop-up list, as shown to the right.

ﬂ Mew Feginration

TR T
wbon |mflm
ApphCHcd afdmastion

S e -

léame
Lzl Ko

Barth [ate

Rt dencaAdiress
| House# Ml Dw
|

Poawcis Mame Bnd/or Rddidc s
Last Marvs

¥ I8 VS Addess?

Aakrpas 1
|

Addressl

& Proct of Residence Required

addrass.

BAMK STATEMENT
GOWERNMENT CHECK
NC DRIVERS LICENSE
NCMNON-OPERATORS ID

OTHER PHOTOID
FAYCHECK

UTILTY BILL

Siresl hame

iae provided by the voter Click the *Foview® but s wien fnshed Gl the *Goneef® buton o

sy

Bl ZEP Codle
-

¥ s UE AddregsT

Fins) Mame

Hele IiF Coxde

Proof of Residancy is required. All ef thea following
documerts are valid ta be shewn a2 praafaf residensy but
they musi contzin he voter's full name and current residential

OTHER GOVERNMENT DOCUMENT

TRIBAL ENROLLMENT CARD

Fars] Maini

Bah Sie

Mewr Semn e | Type
=

P i

Varor Informatian,
Fppleanon Oy

Hddle e

Frincus NC Coundy |if appcalial

=1

Cancel

i

Mkt P Sullix

SEM

il Wil e R Irved Rere e 30
= o mions priod 10 the Elaction Date

& Wes
™ Me

Baliat Style

Flogetrstinn O

Jurtadiction Lsq
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@ MNew Registration

Step 2: Review all registration information before continuing to vote. Click the "Back” button to make any changes. Click the "Vote"
button to save the registration and indicate to the system the voteris voting. Click the "Cancel” button to abort the process.

Application [nformation Name
. Last Name First Name Middle Name Suffix
iy VOTING DONTA KNOW

Birth State

Residence Address
House# Half Dir

[ ] mpe  sfx i

Street Name

Mailing Address Voter Information

Voter Verification
NCDL

SSN

Will you have lived here for 30 Days

246 GEORGETOWM RD or more prior to the Election Date?
City State ZIP Code Phone @ Move Date (mm/dd/yyyy)
JACKSONVILLE NC 28540 (@)

Address1 IsUS Add'ESS? Gender Application Dt Ballot Style PI’D"\‘:\‘?\?}H&
MALE D0036
Address2 Race Reqgistration Dt
UNDESIGNAT Print Ref |
rint Referral
City State ZIP Code Ethnicity Party
UMNAFFILIATED
Comments
Previous Name and/or Address Jurisdiction List
Last Name First Name Middle Name Suffix oor 201 e -]
MUNI X JACKSONVILLE
B Previous NC County (if applicable) WARD JW1 W1
Is U.S. Address? CcoNG L CONGRESSIONAL DISTR.
Alresa] SUECT 04 04 SUPERICR COURT
JUD 04 4TH JUDICIRL
NCSEN o0& NC SENATE DISTRICT &
Address2 NCHSE 015 NC HOUSE DISTRICT 15 —
DROS 08 STH PROSECUTORIAL -
City State ZIP Code - = I
ancel
‘ i ‘ ‘“ﬁ . ‘ % Vcnel

2) The screen will change to Step 2, as shown to the
right, with all fields changing to read-only, allowing the
user to review the information. At this point the NC
Voter Registration Application will print if no problem
occurred with the registration data. There are several
pop-up screens that may appear at this stage as well.
They are listed below.



If an error pop-up screen appears, as shown to the right,
then the residential address entered is invalid due to it not
being a valid street address for the county, make sure you
put the street type in the correct block. The user can either
fix the address (if a mistake was made during data entry) or
have the voter vote a Provisional ballot (follow the county
procedures).

* Ifaresidential address is valid but there is not a valid ballot
style related to that address (and voter’s age) for the
election, the user will receive the message shown to the
right. The user can either fix the address (if a mistake was
made during data entry) or have the voter vote a Provisional
ballot (follow the county procedures).

* Ifthe election is a Primary election and the registrant being
updated has a ballot party with no valid ballot style
associated with it, the user will receive the message shown
to the right. The voter may have to vote a Provisional ballot
(follow the county procedures).

and go back to Step 1 above.

r has made a mistake, click the ‘Cancel Vote’ button.

6' Cannot continue the vote process!

~ The voterregistration record, as entered, contains an address which
cannot ke found in the county's geocode listing and therefore is not
eligible to recesve a ballot,

'6.' Cannot continue the vote process!

The voter registration record, as entered, contains an address that is not
valid for this election and therefore is not eligible to receive a ballot.

0' Cannot continue the vote process!

The voter registration record, as entered, contains a party that is not
wvalid for this election and therefore is not eligible to receive a ballot,

Verify that all changes made are correct and that additional changes are not needed. If further changes are needed, click the ‘Back button

* ) Click the ‘Vote’ button in order to cast a ballot related to the new registration. The One-Stop Application print, have the voter sign it.

e: Once the Vote process is complete, there is no way to undo the registration change. If the voter does not wish to vote at this time or



View Registration
Information

To view more detailed
registration information for a
selected One-Stop voter, such as
Status, Status Reason,
Jurisdictions, or DL/SSN, use the
‘View Voter Reg’ button on the
Home ribbon in the Registration
section. The View Registration
window will appear.

If voter needs to be sent to the
Help Desk, click the *Print
Referral’ button to print the Help
Referral form.

ﬂew Voter Registration

Application Information Name
US Cit Last Name First Name
M= VOTING MIGHT
Birth Date (mm/dd/yyyy) Birth State

Residence Address

[Fov oo | rype

House# Half Dir Street Name
246 GEORGETOWN RD
City State ZIP Code Phone
JACKSONVILLE NC 28540
Mailing Address — Vaoter Information
Address1 Is U.S. Addressr Gender
Address2 Race
City State ZIP Code Ethnicity
Status
ACTIVE
Previous Name andfor Address
Last Name First Name Middle Name

Is U.S. Address? Previous NC County (if applicable)
Address
Address2

City State ZIP Code

Vaoter Verification
Middle Mame Suffix NCDL
COuULD
SSN
Suffix Unit Will you have lived here for 30 Days
or more prior to the Election Date?
o Move Date (mm/fdd/yyyy)
P
Application Dt Ballot Style
GO0ED

Registration Dt NCID

Print Referral

Party
GREEN
Reason
Absentee
History
Jurisdiction List
Suffix ocT 201 JRO1 N
MUNI JRX JACKSONVILLE
WARD JW1 JWL

CONG 03 CONGRESSIONAL DISTE..

SURCT o4 04 SUFERIOR COURT

JUuD o4 4TH JUDICIAL

NCSEN oe HC SENATE DISTRICT &
NCHSE 015 NC HOUSE DISTRICT 15 —
DROS 05 5TH PROSECUTORIAL -

2 Close

A -



Vs

ﬂ?ie’w Provisional Information -

Provisional Voter Registration Information Provisional Voting Information
Full Name IMA B VOTING Election Date 03/03/2020 1=
US Citizen? Yes Poll Book Number LOB-110-2
. = . Birth Date 12/31/1959 PIN DD63-110-2
VIeW PrOV|S|0na | Age 20 Location Voted LOB
. VRN Assigned Precinct 1=
Info rm at|o n Residential Address 246 GEORGETOWN RD Provisional Voting NO RECORD OF
JACKSONVILLE NC 28540 Reason REGISTRATION
Residential County Photo ID Type
Will you have lived Yes Reasonable Impediment  No
rrjnec;reefg:ig?tgﬂtﬁse or Eeasonﬁble Impediment -

Election Date?

To view the information for a Move Date

2 =f Phone
selected Provisional voter, use the g urediction List
Mailing Address
\ H I X BCT JROL1 JRO1
View Prov’ button on the Home Previous Name - = S evEomILLE
. . . - . Previous Address WARD JW1 JH1
ribbon in the Provisional Voting —— come o3 concasszomz pisTRzcrT s
. . SUPCT 04 04 SUPERIOR COURT
SeCtIOH R Birth State NC JUD 04 4TH JUDICIAL
NCDL NCSEN 06 HC SEMATE DISTRICT &
SSN HCHSE 015 NC HOUSE DISTRICT 1%
PROS 05 5TH PROSECUTORIAL
Gender FEMALE vTD Ta01 TR0
Race WHITE
Ethnicity NOT HISPANIC or NOT LATING
Party REFPUBLICAN
D Provided? U5 PASSPORT

T
L
7
]
S
T




® 1) From the Tools tab in SOSA in
LOCAL mode, select the ‘Transfer’

button from the ribbon and choose
‘File’.

® 2)The Data Transfer screen will
appear, as shown to the right. Click
‘Browse’ to select the location of the
portable media device, if needed.
Once the database file location is
selected, click the ‘Run’ button to
start the import of the export file.

Al Datas Transter

Data Transter Method
* From BOE
" To BOE (New)

Morning Transfer from BOE

" ToBOE [Re-Transferh |

Desscnption

Irmsport= & file el was

Lo«ation

File Narme
OSVOBEnc.=zp

Status

generabed from S034 System Manager by replacing all the
lookup abla data in the local datebasa on thiz machire with the data in this file

Fouin

| B mwsa. |

Close




P—‘I—hh.w
Diata Transfer [From BOE) Process Status

Please wait while jobh completes .

Jab Hame: Decrypt Started A1 1252013 1246 P

Jab Hame: Decrypt Completed & 1252013 12:45 PM

Jab Hams: Decompress Stared AL 12/52013 1246 PM
Jab Hame: Decompress Completed & TARGDT3 12:45 FM
Jub Hame: Load Databaze Stered At 1252013 1246 PM

Load Databate [ & |

ﬁl Cratabase is loaded.

Ok

* The to the left will display,
indicating that the import process
has begun.

Upon completion, a Load Database screen
will appear, as shown to the left indicatin
the import is complete. The portable media
device can now be removed and used on a
different machine if needed.



If the location selected in Step 2 does not exist,
the screen listed to the right will appear. The
message indicates the location does not exist.
Clicking the *OK’ button returns the user to the
Data Transfer screen which allows the user to
select a valid location.

If the location selected in Step 2 does exist,
once the transfer completes, the ‘Status’
section of the Data Transfer screen will
populate with updated information. A
sample screen section is shown to the right.
If the ‘Status’ shows ‘Transfer Successful’,
then the file has been created, a Transfer to
BOE Statistics summary report will be
printed, and the user can click ‘Close’ to exit
the transfer screen. If the ‘Status’ shows
‘Transfer Unsuccessful’, the user may
attempt a retransfer.

Cata Transfer Error

o | The data transferred has been cancelled because the file location e
| F' does not exist,

al

Click the "Browse” burten to select 2 valid file location and try again.

Stalus
 dtatus: Transfer Successhil

| Diate: 772412015 527 AM
FileName: FAQOSVO00_106_3 Encoml



AP Data Trarster = =

Ciatn Transfer Wsthod

" From BOE

& ToBOE Mew)

" ToBOE Re-Transfer

S —
Creates an export file that contains all the wole and registetion data that has not
been translerred bedore. This $le showd be serd o the county affice and imporied
using 5054 Svstem Marnager.

Location
Fi Browee... |

File Name

Stntus

Pun | | Close
]

Evening Transfer to BOE

1) From the Tools tab in SOSA in LOCAL mode, select the
‘Transfer’ button from the ribbon and choose ‘File’.

2) The Data Transfer screen will appear, as shown to the right.
The default transfer method is ‘From BOE'. Change the transfer
method to ‘To BOE (New)'. This will create a new transfer file
containing all the registration changes and/or votes that have
not been transferred yet. Click the ‘Browse’ button to select the
location of the portable media device, if needed. Once the
location is selected, click the ‘Run’ button to start the creation
of the export file. If the user needs to retransfer a previously
created transfer file, select ‘To BOE (Re-Transfer)’ as the
transfer method instead.

Then the user must select the export date of the file to
retransfer.

A«



OVRD Provisional Poll Book
*IFYOU HAVE ANY PROVISIONALS*

® 1) Click Tools
® 2)Click 'OVRD Provisional Poll Book'.

® 3)When the report opens in a new window click the ‘Print Report’ button.

MECKLENBURG COUNTY BOARD OF ELECTIONS
OVRD PROVISIONAL POLL BOOK
recinct: 200

Pre 0 3
Machine ID: 400 o5 OSV Report Viewer
032412015 PRIMARY

eeeeeeeeeeeeeeee Ballot Style Issued FINNumber gl | j :"j

DOG, ODIE THE Dot CWB3-400-1 I i "
8626 CATFISH DR Main Report

TF
CHARLOTTE, NC 28214 .
Print Report
WORTHINGTON, EMILY MAE ROO2 CW82-400-2
2210 CATALINA AVE
CHARLOTTE, N 5206

GrandTotal: 2



Perform a Street Search

1) Click Tools
2) Click ‘Street Search’.

3) The Street Search window will appear allowing you to verify ballot styles and precincts for a
particular street within the county.

L—p ==
ghrﬂ-thrrh = | =S
| = .
' Search Cnlera
Housn® Deaction Strest Nama Typs Suffix City State ZIP Code
Cloar |



-
rm_,—_Str\:et Search li'_' =l 28

Search Critenia
House # Direction  Street Mame Type Suffoc City State ZIP Code

[+| | GOLDFINCH ~ - - - B |~

Low House & High House & Side  Direction Street Name Type Suffix City State  ZIF Code
; MUNI WARD CONG SUP o SEN NCHSE CCOM TWP SCHL FIRE WATERSEWER SANI RESC MDST PRSC VTD
CGO5 | | 10 2B (28 |47 )12 | | | | | | |22 |ccos |
Party — Age Ballot Style

DEN 7 MO BALLOT
DEM 3= MO BALLDT
LE 17 MO BALLOT
LIE 13+ MO BALLOT
REF 7 NO BALLOT
REF 18+ MO BALLOT
UNE 17 MO BALLDT
NO BALLDT

Type Suffoc City State  ZIP Code

LN MILL SPRING MC 28756

* 4)Type in the criteria you would like to use to search and click the ‘Search’ button.

* 1) Pay close attention to the red circled areas as the precinct and therefore the ballot style can
change depending on where on a particular street someone resides.

3) The Street Search window will appear allowing you to verify ballot styles and precincts for a
particular street within the county.



changed printer
default selection to

legacy control panel combined OVRD : :
route. and SOSA fixed broken links
13 Oct. 2019 28 Jan. 2020
14 Aug. 2019 21 Dec. 2019 2 Apr. 2020

updated street updated policy and
search procedures
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