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MASS AV MODULE

MASS PRODUCTION OF PERMANENT AV APPLICATIONS

The QVF software gives you the ability to efficiently print and record AV applications for those registered
voters who request to be on the Perm AV list, and be sent an absentee ballot application automatically for
every election.

View Reports Sys Admin Elect SEﬂiHQSIResults]

Vaoter Search by Voter ID  Cirl45 Region
Voter Search by Mame  Cirl+N | BURISDICTION) ~ | | BOHEMIA TOWNSHIP (09460} |
Recent Records Viewed b
Voter Registration F2 Main Election:
QVF Inbox F3 | 11/03/2015 - NOVEMBER CONSOLIDATED +| | |comBme PrRECINCT a |
Elections F4 - .

- ) Secondary/General Election: Precinct | u._
Voting History F&

. |(NUNE} j oo [
Equipment Inventary F7 00002
AY Scan Fa Precinct Label Appearing on Application: Select
Petitions (obsolete) |WARD PRECINCT - All
Petitions Search Fa M
Petitionz Consolidator
Electronic Poll Book

Q

GEMS Export k Next Step == 2 Selected

Unity Export
Options *Dual Apps: To print dual applications for a Primary and the
Print Setup corresponding General Election, select the Primary from the Main
Exit Fi1 Election drop-down, and the General Election will automatically
display in the Secondary/General drop-down. If you do not want to
mail dual applications, simply select (NONE) from the
Secondary/General drop-down menu.
1. Click File

2. Click Mass AV Applications

3. Select your jurisdiction from the 2 drop-down menus in the Region Selector

4. Select the current election from the Main Election drop-down menu*

5. Select a precinct type from the drop down menu and then select the specific precincts. (For instructions

on how to combine precincts or assign a ballot style alias using QVF’s Global Geography module, see
QVF Reference Manual Chapter 3.)

Precinct Label Appearing on Application:
] o | wARD PRECINCT | 6
6. Select a Precinct Label to appear on the application VWARD PRECINCT
VILLAGE PRECINCT
SCHOOL PRECINCT
7. Click the Next Step button COMBINED PRECINCT

BALLOT STYLE
COUNTING BOARD
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Settings R'33|th5| 8
i i Output Format:  |[sAT Y] =R G id] Iﬁ Preview n Save
8. From the resulting list of Perm AV voters, BT !1 | |

select the type of application you would like to Eaecct N |l Hamel &
print from the Output Format drop-down menu.

MCOVF, AGATHA CHRISTIZ
MCQWF, ANDREVY DAVID
MCOWF, DEAN GENE
MCOWF, HEATHER ROSE

QVF Apps (Front) Rd
OVF App=s (Front)
Pre Printed Apps
Postcards
Labels

9. Select the voters from the list that you would like to record an application for. Click the Select All button
at the bottom of the screen to highlight/select all voters in the list.

Total kems: 10 QS
|Tuta| Selected: 10 elect Al |

10. Click Preview, then click the appropriate icon in the upper left corner of the preview screen to print or
save a .pdf file. Then close the preview screen.

Qutput Format:  |[245F Apps- (Front) - & Pre'.rlew; E Save p ---I
Precinct # 1 |Full Name £ 2 Zipcode

MCOVF, AGATHA CHRISTIE Click to Click to
MCQVF, ANDREW DAVID Print

Cave

MCQWF, DEAN GEME

11. Click Save to record Mass AV Application Sent Date
12. Enter the Application Sent Date
Note: The Application Sent Date cannot be more than 14 days before or after the current date.
A A A . Confirm Mass AV Application Sent Date m1
13. Click OK and a floppy-disc icon will

appear in the far-left column for each BRox | Xconcel | P kew |
selected voter.

ou are about to permanentty save the selected AV applications to the database
with a Sent Date indicated below. Please adjust this date if you would like to record
a different Sent Date.

Application Sent Date’

Once the applications are recorded with this date, if you later decide that you
would like to change the date, then you will need to edit each application
individually.

Are you sure you would like to save these applications with this date?

IF...a voter is ineligible to receive an application / a dual application their name will appear with this red
icon:

# #= 00001 MCOWF, REBECCA SANDRA 45078

If you try to save an application for an ineligible voter the following message will appear:
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One or more of the selected voters has inconsistent Dual AV applications, This happens if an application is issued for one of the election dates, but not
the other. Please unselect any rows with inconsistent applications in order to proceed.

Ok

PROCESSING ABSENTEE VOTERS INDIVIDUALLY

METHOD 1 — AV SCAN

PROCESSING ABSENTEE VOTERS INDIVIDUALLY
There are two ways to process absentee voters:

e If you have several voters to process, we recommend using Method 1 (AV Scan). Opening the
AV Module in this manner will allow you to process several voters most efficiently.
Or...
e If you have a walk-in absent voter, or have already recorded a voter’'s absentee information for an
upcoming election and need to edit it in any way: e.g. correct dates, spoil, mark invalid, or record
the receipt of a Federal Write-in Absentee Ballot; we recommend using Method 2.

Method 1: Click the File menu then select AV Scan. This will ﬂ View Reports Sys Admin Elect

take you to the absentee module’s voter search screen. oter Search by Vater
Yoter Search by Mam

Method 2: Click the File menu, select one of the Voter Search options,

Recen ¥
search for a voter, then from their record, click the AV button at the Voter Registration -
bottom of the screen. Instructions for this method begin on page 9. QUF Inbox -

@] the AV S Module i t ke the followi Elections F4
nce the can Module is open, you must make the following Voting History e

selections in order to begin recording information:

Equi t Inventory F7
1. Select the current election from the Main Election drop-down (:M Sean >b ete) Corl+T
5 LoDsole

menu. For dual applications, select the coordinating General »
. Petitions Search Fa
Election from the Secondary/General drop-down menu. » _
. . Petitions Conszolidator
2. Add a check mark next to the action(s) you wish to perform. For _
. ] ) . 7o Electronic Poll Book
instance, if you wish to Receive Applications and Send Ballots, -
. ) Mass AV Applications
check those 2 boxes. If you wish to only Receive Ballots, check

GEMS Export

that box alone. . . . . Uity Export
3. If you type the name in the Search Term field, a list of names will
appear that meet the search criteria. Select the name and click Options
the Process button or touch the enter key. If you scan a barcode, Print Setup — ROB‘“E:::;‘th‘:Q
the AV Transaction screen will appear. You can also click the Exit Sent dual app.
=L PHILIP CARTER MCQVF

PI’OCGSS button. Sent =ingle app.

RAY ELLEN MCQVF
Received single app.

Sent ballot 00000050,
REBECCA SANDRA MCOVF
Received single app.

. . . . . Sent ballot 00000051,
Note: When processing AVs in the AV Scan module, your actions will be recorded in the ||katwryn Lynn mcave
.. . . Sent ballot 00000092,
Activity Log (right side of the screen) to help you keep track of what has been done each ||suaunon ann mcave

[ R ived ballot 00000033,
time you open the AV Scan module. eceived bl

Select All Copy
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TO SEND AN ABSENTEE APPLICATION

Qualified Voter File Reference Manual Ch. 6
Michigan Bureau of Elections
Updated Jan. 2016

Mailing Address:

o a) The residential address on record
— will automatically print on a label,
lr[jj;“smcnom =] [soHEma TouwmsHP (09450) ~| unless the voter has preViOUSIy
Fre— Secondary/General Eecton provided a different mailing address,
[08i0472015 - AUGUST consOLDATED [ovone) ~I| which is indicated with a “Y” in the MA
Search Term: We @, search | [search for last "MCQUF" and first name "AGATHA". column.
DLN Woter Name DoB Res. Address

ﬂ MEBB844446666 |MCQVF, AGATHA CHRISTIE 08171955 | 1361 STATE HIGHWAY M38, MASS

b) When the residential address is
used, a check mark will appear on the
Res. button. If the voter has a mailing
address, the check mark will default to
the Mail button.

You can choose which address will
print by clicking on the button. You
can also record a different address by

<& ' o .
clicking the clear button and entering
Process Mark Ballots i .
[~ Autc OK | [ ReceiveApps | Receive Ballots, Undeliverable I Manual av LB RS R A | a d|fferent address_
. . AV T cti
4. Enter the date the application il
was sent. This field defaults Selected Action: Send App(s) X Cancel | P Hep |
to the current date. To ~Voter Details
change the date, just delete Bl SGIIEC R TENC olE ent: Received:
the ValueS in the f|e|d and Status: ACTIE / PERK AV 0TITIZMS I L& [0
Precinct/BS: 00001 18 Format: -
type your own date. Then, School District: ONTONAGON AREA 5C QWF-Printed Front QF-Printed Front ;q
select the type of application DOB/ Age: 08/17/1955 59 : :
|d |k t 1 t f In Transition: No i Pre-Printed Form I
you wou IKe 1o print from —Mailng Address—\| Posteard
Address: 1361 STATE HIGHWAY M38

the Format drop-down menu. MASS CITY MI 49848

1361 STATE HIGHWAY mayLabels

WMASS CITY" M1 45948

5. If you want to print the
application right away, add a
checkmark to the appropriate

Signaiure

) i —Current AV Information Col Res | Mail | App I Clearl
box I|§ted ur?der Options. Applications Ballots (first election only) S OCAVA Statue. F—
Otherwise, click the OK [non-vocava ~| -]
button and the application will IEn'.aiIu::reaa:
be sent to your Print Queue =

¥ Print Apps Now
I Pt eanet Fumber

to print later. If you are
recording the application but

[~ Auto-fcke Ballot Murmber

Crecinct Label .

IT Frint Ballot Labels Mow

WARD PRECINCT

=

do not wish to print it out of
the QVF program, you can

either delete the print job or
leave it in the Print Queue for 30

WARD PRECINCT
VILLAGE PRECINCT
SCHOOL PRECINCT
COMBINED PRECINCT
BALLOT STYLE *
COUNTING BOARD

days and it will
be automatically deleted.
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To RECEIVE AN APPLICATION AND SEND A BALLOT

Repeat Steps 1-3 pg. 4, selecting Receive Apps & Send Ballots

4. Receiving Application(s)

a. Enter the date the application was received. This field defaults to the current date. To change the

date, just delete the values in the field and type your own date.

b. If you are recording the receipt of a Federal Post Card Application, add a check mark to the
FPCA box. (For further instruction on how to process FPCA applications please refer to our
Military and Overseas Voters Manual.)

5. Sending a Ballot

a. Enter the date the
ballot was sent.
Remember, unless
you change the
date, the default will
be the current date.

b. Enter the Ballot
Number in the Ballot
Number field. If you
are processing a
group/stack of
applications and do
not want to manually
enter the ballot
number for each
voter, add a
checkmark to the
Auto-Advance Ballot
Number option (see
[d] on page 7).

-
AV Transaction l-&' —td
Selected Action: Receive App(s), Send Ballot Q@ oK | X Cancel ‘ ? Heip |

Voter Details & Applications
Name: AGATHA CHRISTEE MCQVF Received: B
Status: ACTMVE J PERM AV | |0711512015 (FPCA r )
Precinct / BS: oooot oooo3
I School District: ONTOMAGON AREA SC
DOB [ Age: 08/17/1955 59
Ballots
In Transition: No
Address: 1361 STATE HIGHWAY M38 =it
MASS CITY MI 49948 |0T” 5/2015 |
Ballot Number: Leckout: Counting Board:
L s 00010002 |Balot Style B2l |
g @ Address Information
Mailing Address
Current AV Information |"3’S'I STATE HIGHWAY M38
Applications Ballots (first election only) |r.1ASS CITY M| 455948
= 02/04/2015 |
Options
- Copy + Res " App | Clear |
i Precinct Label UOCAMA Status: Delivery Method:
.. T o NON-UQCAVA hd POSTAL MAIL -
[ Print Balot Labels Now | BALLOT STYLE | = &

| — ]

Note: if you are sending a .pdf ballot by email, fax, or postal mail to a military or overseas
voter, type the letters “ET” before the ballot number, e.g. ETO0001.

Lockout:
. . . . Precinct ﬂ
c. Set your Lockout: The Lockout option will allow QVF to accommodate duplicate
ballot numbers, depending on the way the ballots were numbered when ordered. N”"EI
i. None: allows you to duplicate a ballot number at any time Precinct
ii. Election: allows you to issue a ballot number only once per election  |Counting Beard
iii. Precinct: allows you to issue a ballot number only once per precinct [Ballot Style
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iv. Counting Board: allows you to issue a ballot number only once per Counting Board
1. If using this option, you will need to first create an Absentee
Counting Board using the Global Geography module. Then, ~Counting Board:
assign a Counting Board from the drop-down menu on the I""“"’GEH -l
Absentee Ballot screen.
v. Ballot Style: allows you to issue a ballot number only once per ballot
style

ANCEZ

plicns:
[T Prirt &pps Mow v Auto-Adv. Ballot Number

=

d. Select Options:

[+ Print Ballot Number Precinct Label

¥ Frint Ballot Labels Now |EW-LUT STYLE

6. Ballot Address & Delivery Method

¥ Address Information
—HMailing Address
|ﬁ19 PAWY PAW ST
IPAW PAVY 11 43079

[Copy v Res| 1ol | vaApp| _coear |

UOCava Status: Delivery Method:
[nonvocava PR =] [rosTaLmaL m
Email Address:

e Mailing Address: If the address the ballot will be sent to is different from either the residential or
mailing address on record, you can click the Clear button and record a different address which
can then be printed on a label if you wish.

e UOCAVA Status & Delivery Method: Since most voters do not qualify for UOCAVA status, Non-
UOCAVA is the default selection. For these voters, you may only select either Postal Mail or In
Person as the delivery method.

o If you are processing an application from a military or overseas voter, select the
appropriate UOCAVA status (Military, Overseas Civilian, Overseas Legacy) and delivery
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method for the voter. These voters’ ballots can be delivered by any one of the Delivery
Method options (In Person, Postal Mail, Fax, Email). For further instruction on how to
process these voters, refer to our Military and Overseas Voters Manual.

7. Click the OK button

To RECEIVE BALLOTS

Repeat Steps 1-3 pg. 4, selecting Receive Ballots

-
4. Enter the date the |AVTransaction L2 e
appllcgtlon was received. || o iqaction: Recsive Salot a@ O I X Cﬂ”ce'l 7 teb |
This field defaults to the _ Q
—Woter Details Ballots
current da_te' To change Name: AGATHA CHRISTEE MCQVF F— Received:
the date, just delete the status: ACTIVE / PERM AV [o7r1sr2015 [o7r20r2015
values in the field and Precinct/BS: 00001 00003 Ballot Number:  Lockout Counting Board:
type your own date. School District: ONTONAGON AREA SC [poo10002 | Ballot Style =l |
:JOTB i Ag:: :5:1 71955 59 .
5. Click OK 1 fransition: ° —Mailing Address
Address: 1361 STATE HIGHWAY M33

o
MASS CITY M| 489458 1381 STATE HIGHWAY M38

Segnalure

MASS CITY NI 45548

—Current AV Information |:3|'-3" v Res| wai | v app] _cear|
Applicati Ballots (first electi
pcllt;u::;ms alots (first election only) UOCAVA Status: Delivery Method:
5p 00010002 [non-uocava | IPOSTAL MAIL v[
Email Address:
—Options
[ Prirt &pps oy ¥ Auto-Adv. Ballot Number
[~ FPrirt Ballot Mumkber Precinct Label
I Print Ballot Labels Naow |BA'-'-UT STYLE =l

AuTO OK BOX: If you wish to quickly receive a large number of ballots, check the “Auto OK” and the
“Receive Ballots” boxes and begin scanning your ballots. The AV Transaction screen will appear for %
second and then disappear unless there is a problem

(e.g.-ballot has already been received), allowing you to Process | [~ Send Apps [~ Send Ballots
quickly receive the next voter's AV envelope. 7 Auto OK [ Receive Appe | Receive Ballots

Note: If a ballot is returned by the U.S. Postal Service as “undeliverable”, you can search for the voter in
the AV module, add a check-mark to “Mark Ballots Undeliverable”. Then, click the Process button (or
touch the Enter key).

¥ Mark Ballotz
4 Undeliverable

[~ Send Apps [T Send Ballotz
[T Receive Appe [ Receive Bal

rocess
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In the next window, confirm the ballot number and click OK.

AV Transaction

Selected Action: Mark Ballot Undeliverable Ao I X Cancl | ? Hep |
Woter Details % Mark Ballot Undeliverable fw
Name: CAMLIN LINDSEY MCQVF
Ballot Mumber: MI
Status: ACTIVE I

METHOD 2 — VOTER SEARCH/MANUAL AV

MANUALLY TRACK ABSENTEE APPLICATIONS & BALLOTS

Method 2

If your preference is to perform a voter search and click the AV button at the bottom of the voter’s record
in order to open the AV module, doing so
will take you to the AV screen shown below.

1 Voter Search IMain Election: Secondary/General Election:
I 114032015 - NOVEMBER CONSOLIDATED I(NONE}

Voter Information

2. Click the AV button (located in the lower

. Voter: AGATHA CHRISTIE MCQWF Precinct / BS: oooo1 18
right corner of the voter’s record). Status:  ACTIVE / PERM AV School District:  ONTONAGON AREA SCHOOLS
Application
3. If current election date is not selected, T Frca |
choose from the Main Election drop-down Print Option
menu. (If the main election is a [ print Labels Now  Tecticl L2hes
) : ; |waRD PRECINCT

primary and you are using
dual applications, select the o arcaco
corresponding General Selected Action: Send App(s) DR ok | X concel | 7 hen |
Election from the T % Applications
Secondary/General Election Name: AGATHA CHRISTE MCQVF . Received:
drop-down menu. If you are Status: ACTIVE { PERM AV 07THTI2018 | FPCa [
not sending dual apps, select Precinct/Bs: 00001 8 Format:

P Schoaol District: ONTONAGON AREA SC IQVF—Printed Front 'I
NO.NE.) Select your printing DOB/ Age: vsiiTess 5o —
OptIOHS. In Transition: No ¥ =5

—Mailing Address

Address: 1361 STATE HIGHWAY M38

MASS CITY Ml 49948 1361 STATE HIGHWAY M328

MASS CITY M| 45545

ToO SEND AN ABSENTEE

APPLICATION -

4. Click the Send button on SW&
the Application section of the
Absentee Voting window.

—Current AV Information |CDW v Res || Mail | App || Clearl
Applications Ballots (first election onhy}

UOCAMA Status: Delivery Method:
[nonuocava =l =]

Email Address:

5. Enter the date the
application was sent. This
field defaults to the current
date. To change the date,
just delete the values in the
field and type your own date.
Then, select the type of
application you would like to
print from the Format drop-down menu.

L~Dptions

[ Print&pps Now. I~ Auto-Adv. Ballot Mumber

[~ Print Bialot Mumber CE_r_ecinct Label

[ Print Ballot Labels How | WARD PRECINCT -l
WARD PRECINGT
VILLAGE PRECINCT
SCHOOL PRECINCT
COMBINED PRECINCT
BALLOTSTVLE ),
COUNTING BOARD
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6. To save the information and send the application to the Print Queue to print later, click OK. To print
right away, add a checkmark to the appropriate box listed under Options before clicking OK.

Note: Choose an option from the Precinct Label drop-down menu to designate a Precinct Label to include

on the application.

*Address Information: The address that will print on the application or label will be the residential
address on record, unless the voter has previously provided a different mailing address. When the
residential address is used, a check mark will appear on that button. If the voter has a mailing address,
the check mark will default to the Mail button. You can choose which address will print by clicking on the
button. You can also record a different address by clicking the Clear button and entering a different

address.

To RECEIVE AN APPLICATION

Repeat steps 1-3, pg. 9

Absentee Voting

Main Election:

Secondary/General Election:

.4

!+ -::Imsel 7 Help |

4. Click Receive under Applications

‘Woter Information

I 11032015 - NOVEMBER CONSOLIDATED

@

I(NONE} -

5. Receiving Application(s) Voter:  AGATHA CHRISTEE MCQVF

a.Enter the date the application

Status:

ACTWE / PERM AV

Precinct / BS: 00001 16
School District:  ONTONAGON AREA SCHOOLS

was received. This field Applications

defaults to the current date.

i send
i

Receive

S Edit |E Deletel & app | FPCA

To change the date, delete

Election Sent Returned

the values in the field and B% [11m3rzois  [o7n7eois

type your own date.
b. If you are recording
the receipt of a

AV Transaction

Receive App(s)

FPCA

Print Options

v Print Labels Now;  Precinct Label
BALLOT STYLE

Selected Action:
Federal Post Card || e netais
Application, add a —

check mark to the Status:
FPCA box. (For Precinct / BS:

further  instruction CELTTIETEE

on how to process ||| 208'49=

FPCA applications ||| " "o
Address:

please refer to our

AGATHA CHRISTIE MCQWF
ACTNE / PERM AV

000 1B
ONTONAGON AREA SC
08171955 59

No

1381 STATE HIGHWAY M338
MASS CITY Ml 45543

Military and

Overseas Voters f/? 7z SZZ_
Manual.) ‘5‘ e

6. Click OK —Current AV Information

Applications

Ballots (first election onhy)

|f.;p 11032015
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ToO SEND A BALLOT T —x
W Clusel 7 Hep |
Repeat steps 1-3, pg. 9
Main Election: 3 Secondary/General Election:
11/03/2015 - NOVEMBER CONSOLIDATED | cnonE) |
. Woter Information
4. Click Send under
Ballot Voter:  AGATHA CHRISTE MCQWF Precinct/BS: 00001 1B
aflots Status:  ACTIVE/ PERM AV School District:  ONTONAGON AREA SCHOOLS
. Applications
Note: Select Print ':pm . | | | &
. &1 Send Y Receiv Edit Delete | B} A .
Options before psend | B Receve | B B oeeie| S A
recording the ballot e
07/20/2015 [¥ Print Labels Now  Precinct Label
[BALLOT STYLE -]
|w Print Ballot Mum.
oh Send Re-:ei-.-el h Edit | 0 I:eletel B, Label | B7 Pwas | Spoil | Il Reject | Undel. |
5. Sending Ballot Number Sent Returned UOCAWVA Status|Del. Method |Status FVWAB Retun Date

a. Enter the date the ballot was sent. Remember, unless you change the date, the default will be the

current date.

MASS CITY M| 49548

AV Transaction L —.
| selected Action: Send Baliot Agox | X cancel | 7 tep |
1
| ~Voter Details Q Ballots

Name: AGATHA CHRISTE MCQVF Sent- Recsived:

Status: ACTIVE { PERM AV |u'.r'r21 12015 |

Precinct /B5: 00001 18 Ballot Mumber:  Lockout; Counting Board:

School District: ONTONAGON AREA SC [o0010001] | Batot style = | a

DOB / Age: 08M7HM955 58

Address Information
In Transition: No
—Mailing Address
Address: 1361 STATE HIGHWAY M38

1361 STATE HIGHWAY M38
MASS CITY M| 45543

Segnalure

|Copy v Res| sl | v App| _Clear |

—Current A Information
Applications Ballots (first election onhy)

UOCAWMA Status:

111032015

. Delivery Method: .
NON-UOCAVA *EI IF‘OSTAL MAIL tﬂ
Email Address:

prions:

[+ Print Ballot Number Precinct Label

v Auto-Adv. Ballot Number

[V Print Ballot Labels Now |B’“LLUT STYLE

H [~ Print Apps Mo

E
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b. Enter the Ballot Number in the Ballot Number field. Note: If you are processing a group/stack of
applications and do not want to manually enter the ballot number for each voter, add a checkmark
to the Auto-Advance Ballot Number option (see [d] on page 12). The Auto-Advance
advances from the last number used and does not advance by ballot style.

Ballot Style

c. Set your Lockout: The Lockout option will allow QVF to accommodate duplicate L;:::lu;m& j
ballot numbers, depending on the way the ballots were numbered when printed. r— |

i. None: allows you to duplicate a ballot number at any time Election

ii. Election: allows you to issue a ballot number only once per election Precinct
iii. Precinct: allows you to issue a ballot number only once per precinct Counting Board

iv. Counting Board: allows you to issue a ballot number only once per
Counting Board.

1. If using this option, you will need to first create an Absentee Counting Board

using the Global Geography module. Then, assign a

Counting Board:

Counting Board from the drop-down menu on the
Absentee Ballot screen. > AVEET j"

v. Ballot Style: allows you to issue a ballot number only once M
AVCEZ

per ballot style

d. Select Options:

Options:
[T Frirt &pps Mo v Auto-Adv. Ballot Number

=~

[+ Print Ballot Number Precinct Label
[¥ Print Ballot Labels Now |E'A'-'-'3T STYLE

6. Ballot Address & Delivery Method

Setected Action:  Sens Balt [ R ox | X cocet| 7 pee |
Vot Do Q) :
Status: ACTIVE jorn2ge2 |
00BfAgey  G30Mness Balet tumper  Lockeut Conrteg Soers
RegffDate:  OMOBQ0I0 0405010 [oooscoe? |Precect =] [avees -
- : o Address Information
Acdress: 308 £ DAVIS ST

Pal PAW W s30T —Mailing Address-

jana E DAVIS 5T
IF‘AW PAWW M| 45079

. |
Signalure }

Jurisctione  Paw Paw TOWNSeeR (23000

-y e —— | ||cony _vRes| 1 | i i ] Clear |
B ceeraen: gt = UOCava Status: Deiivery Method: sk
B 11esc0n [noN-uocAvA *f__] POSTALWAL PR =]
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e Mailing Address: If the address the ballot will be sent to is different from either the residential or
mailing address on record, you can click the Clear button and record a different address which
can then be printed on a label if you wish.

o UOCAVA Status & Delivery Method: Since most voters do not qualify for UOCAVA status, Non-
UOCAVA is the default selection. For these voters, you may only select either Postal Mail or In
Person as the delivery method.

o If you are processing an application from a military or overseas voter, select the
appropriate UOCAVA status (Military, Overseas Civilian, Overseas Legacy) and delivery
method for the voter. These voters can request any one of the Delivery Method options
(In Person, Postal Mail, Fax, Email). Further instruction for processing these voters can
be found in our Military and Overseas Voters Manual.

7. Click the OK button.

To RECEIVE BALLOTS

Repeat steps 1-3, pg. 9 [ cose |

Iain Election: Secondary/General Election:

4. Click Receive under 11/03/2015 - NOVEMBER CONSOLIDATED I(NONE) |
Ballots ‘oter Information
Voter:  AGATHA CHRISTE MCQVF Precinct | BS: 00001 18
Note: Status:  ACTIVE / PERM AV School District:  ONTONAGON AREA SCHOOLS
If a ballot is returned by the Applications
‘l‘J.S. .Postal ”Serwce as Send ||y Rece | P Ede |E Delml =g | — |
undeliverable”, you should Pt Opton
click the “Undel.” button to [ Pk Labodie tow Procinet Labal
document the failed [BaLLOT STVLE |

delivery, instead of clicking 2] Pt i

the Receive button.

5. Receiving Ballots: Enter

Humber Sent Returned UOCAVA Status|Del. Method | Status FWAB Retun Date

the date the .
ballot 3% |ooo10001  |072102015 Non-UOCAVA | Postal Mail
allot was
received. AV Transaction L2
This field
defaults to || Setested Action: Receive Ballot X Cﬂﬂce'l ? Hep |
the current || Veter Details ¥ Ballots
date. To Name: AGATHA CHRISTE MCQVF — Received:
change Status: ACTIVE / PERM AV [o72172015 07/282015]
the date Precinct/BS: 00001 18 Ballot Number:  Lockout: Counting Board:
) ' School District: ONTONAGON AREA SC [o0010001 [Balot Style = =]
ust delete
J DOB | Age: 08171955 59 _
the values i ¥ Address Information
. i In Transition: Mo
in the field Address: 1361 STATE HIGHWAY M38 e T
and type MASS CITY M| 45943 S0 AR THSTIEAT TS
your own MASS CITY MI 49948
date. -
Segnalure
6. Click OK
—Current A\ Information |33:3Z- + Res | Mail |+~ A || -:Er'I
Ap::?;':zﬁ Sallots (fast election anty) UOCAVA Status: Delivery Method:
|@ ao010001 [non-uocava | |rosTaLmaL |
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EDIT FUNCTIONS

EDITING OPTIONS

Main Election: Secondary/General Election:
|11m3r2u1 5 - NOVEMBER CONSOLIDATED | I(NDNE} |

—Woter Information

Voter: AGATHA CHRISTIE MCOWF Precinct / B5: 00001 18

|| Status:  ACTIVE / PERM AV School District:  ONTONAGON AREA SCHOOLS
l Applications
: k™1 Send | Recei sl H Edit |E Deletel & App | FECA |
! Election Sent Returned FPCA Print Options:

[+ Print Labels Now:  Precinct Label

|BALLOT STYLE d

I [V Print Ballot Num.
| |
N -Balots

FWAB Retun Date

k1 Send Receive | v} Edit |Q Deletel Label | B FWAB | Spoil |@ Reject | Undel.

UOCANVA Status|Del. Method | Status
072112015 Mon-UOCAVA | Postal Mail

If you have already recorded a voter's absentee information for an upcoming election and need to edit it
in any way: e.g. correct dates, spoil, mark invalid, or record the receipt of a Federal Write-in Absentee
Ballot; you can click the Manual AV button from the AV Scan screen, or you can perform a voter search
then click on the AV button on the individual's record.

a. Edit Application: Allows you to — - N
AV Application LD
change the status, date, or
address of an application. ok | 3 Cancel | ? Help |
Wain Election | Secondary/General Election
Election:  08/07/2012 - STATE PRIMARY —Mailing Address
Sent: 071122014 4130 YELLOW BRICK ROAD
I EMERALD CmY, OZ 12345|
Received: |Emaur2m4 FPCA [T
Copy Res | Mail | App | Clear |
UOCAVAStatus:  [NON-UDCAVA |
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Confirm u

Delete Application: Deletes, or undoes, the
issuance of an application.

@ Delete the selected application(s)?

Print Application: Gives you _— -
OptiOHS for what kind of Print AV Applicaticns (Dual) R — m

application to print, when to == setup | 2 Pmiewl X Cancell 2 tow |
print, and the ability to
preview the application. Card/Motice Type —Copies

{* QWF Printed o1 2 3 4

i~ Pre Printed ; :

—Print Options-
I i~ Postcard
{*" Print Now " Print Later
i~ Labels

Form Size: 85"x11"P

FPCA: Use this button to record the
receipt of a Federal Post Card Application
from a military or overseas voter.

Precinct Label: Designate which precinct type category  —print Options
to include on absent voter applications or absentee [~ Print Labels Now  Precinct Label

ballot labels. It may be helpful to select “Ballot Style” WARD PRECINCT ~|
from this menu to identify different ballot styles within | 7 7/ EseHan [waRD PRECINCT
. . VILLAGE PRECINCT
split precincts. SCHOOL PRECINCT
COMBINED PRECINCT

BALLOT STYLE k
COUNTING BOARE

Edit Ballot: From this

screen you can spoil, | avBaliot [
rej han h
EJGCt, change the &DK I x Cancel | ? Help |

reason for rejection,

change the status of a — Mailing Address
H Number: ooooonos a

ballot or mark it as I 10 DOWNING STREET

“undeliverable”. You Sent: 0722012 LONDON, GB 12345

can also Change the Received: II}TISEIIZEI'IZ [~ Undeliverable

UOCAVA status, -
delivery method, and FWAB Received: I

address the ballot will || CountngBoard: [aveet ~] auoassin | [copy _mes | et | aop | _cear|

be sent to.

[~ Rejected I Spoied UOCAVA Status: Delivery Method:

| =] INON-UDCAVA | IPOSTALI'.'IAIL |
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g. Delete Ballot: Deletes, or undoes, the

j-

issuance of a ballot.

Confirm ﬁWI

@ % Delete the selected ballot(s)?

No |

Print Label: Prints a label for you to use when sending the ballot. The label will automatically go to
your Print Queue to print later unless you enable the option to “Print Labels Now”.

FWAB: You may receive a
Federal Write-In Ballot from a
military or overseas voter for you
to count in the event that the
ballot the clerk already sent is not
returned in time. (If you receive
an FWAB ballot , you must record
the receipt of the FWAB as it will
act as a place-holder for the clerk-
issued ballot.)

Once you have received an
FWAB in QVF, you will notice
changes in the status of the ballot,
shown below:

N
Record an PWAB for a Ballot m

& OK x Cancel | ? Help |

ou are about to record a Federal Write-In Absentee Ballot (FWAB).

FWABs may only be counted if the miltary or overseas voter:

1. applied for and was sent an absentee ballot, and
2. did not return the official absentee ballot by & p.m. election day

A countable PWAB must be duplicated by election or AVCB inspectors on
Election Day.

Please enter the receipt date for the FWAB: IDTIZTIZEHE{

Paper and Pencil
&
FWAB Status & Return Date

l."‘Send |nmm|-_| auudl .mallsnol |ONI¢| Undel I

UOCAVA Status Del Method FWAB Retun Date r

Spoil: To be used if a voter requests a new ballot

F_‘ Confirm

&% Spoil the selected ballot?
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k. Reject: To be used under the rare circumstance that an AV ballot will not be sent to the polls on
Election Day.

When rejecting an absentee ballot you must select a reason for the rejection:

¢ No signature by Election Day e Voter sentenced to serve jail time by Election Day
e Signature does not match by Election Day e Voter moved and eligible to vote in new jurisdiction
o Ballot returned after 8 PM by Election Day e Voter died before Election Day

Ballot Rejection Reason M1

! @OK I X cancel | ? telp |
Please select the reason for rejecting this absentee ballot.

| |

[.  Undeliverable: If a ballot is returned by the U.S. Postal Service as “undeliverable”, you can record
that in QVF by click the Undel. button.

([ Confirm ﬁw

@™ %  Mark the selected ballot as Undeliverable?

~ -
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