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This manual is for non-QVF users who are required to use the Elections Management Portal (EMP) to track
absentee ballot activity. The Elections Management Portal also allows the look-up of registered voters
througout the State, the ability to generate a ballot for military and overseas voters, and provides for the
download of the Electronic Pollbook software and upload of the EPB Voter History file. This manual may be
found on the Bureau of Elections website at www.michigan.gov/elections - Information for Election
Administrators.
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Introduction to the Elections Management Portal

The Elections Management Portal (formerly known as state-wide look-up) was modified in August of 2012 to
give jurisdictions unable to access the Qualified Voter File (QVF) or QVF Lite the ability to track absentee ballot
activity. This modification was in response to the federal Military and Overseas Voters (MOVE) Act and the
requirement that all military and overseas voters be allowed to check their absent voter status through a free
access system. Using the Michigan Voter Information Center (MVIC — www.michigan.gov/vote) all voters may
track the status of their absent voter ballot as long as local jurisdictions have entered that information into the
QVF, QVF Lite, or the Elections Management Portal (EMP). As of August 15, 2012, local jurisdictions are
required by PA 270 of 2012 to enter absent voter application and ballot activity for all absent voters into one of
these sources.

Key Points

Y Ability to Search for Voters Registered within the Jurisdiction as well as State Wide
The EMP allows for use of the internet to search the QVF database to locate any registered voter within
the State.

% Ability to Track Military and Overseas Status
Military and overseas voters require extra identification. The EMP allows the recording of the data
required to be reported for military and overseas voters by the Election Assistance Commission (EAC).

¥ Ability to Generate a Ballot for a Military or Overseas Voter
Military and overseas voters must be sent some form of ballot 45 days prior to an election if requested more
than 45 days prior to an election. The EMP can be used to generate an emailable ballot to send military
and overseas voters who have requested their ballot via email. In addition, the EMP ballot may be
printed to fax or postal mail a ballot when precinct ballots are not available in time.

¥ Ability to Track All Absent Voter Activity for Each Election
Jurisdictions without QVF or QVF Lite access are now required by law to enter absent voter activity into
the QVF database. The EMP allows jurisdictions without QVF or QVF Lite to use the internet to comply
with this requirement.

¥  Ability to Run Various QVF AV Reports
As in QVF, the EMP allows a jurisdiction to print absentee ballot reports to show the information
entered into the ballot tracking application.

¥ Ability to Import and Export the Electronic Pollbook Software
Jurisdictions without QVF or QVF Lite access may use the EMP to download the Electronic Pollbook
software for use on Election Day. In addition, those same users may upload the EPB Voter History file
directly into the EMP.

Y¢  Ability to View the QVF Street Index
Jurisdictions may view the QVF street index for the entire state in the EMP.

Important Considerations

Use of QVF, QVF Lite, or EMP to track all absentee ballot activity is now required by State law. The EMP is
being provided to jurisdictions without QVF or QVF Lite to enable compliance with this law. In addition, military
and overseas voters must be properly tracked by federal law.

The EMP ballot is generated by the QVF E-Wizard. The E-Wizard is where all candidate and proposal
information is entered into QVF for the EMP to create a usable ballot in the event ballots are not available by
the MOVE Act absentee ballot issuance deadline. If errors are found, contact your County Clerk immediately.
And always remember that the EMP ballot should be used when regular ballots are not available 45 days
prior to the election.

More information on military and overseas voters and the MOVE Act can be found in the Military and Overseas
Voters Manual.
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Logging into the System

Using your internet browser go to www.mi.gov/emp and log into the Elections Management Portal (EMP). If
you do not have a user name and/or password or your account has become inactive, contact the QVF Help
Desk at 1-800-310-5697 for assistance. If you have entered your username and/or password incorrectly five
times in succession, the EMP will lock your username’s access for thirty minutes.

€
Q Q‘ www.mi.gov/emp

To login to the EMP:

1. Enter the url into the

browser | e Fovaiee @ Department of State
2. Enter the Username and : - Ruth John$8n, Secretary of Stae

Password 505 Home m Online Services Co
3. Click Login or press Enter

. e 'lections
Hint: Bookmark this .| ‘anagement
webpage for future access. Iy
ortal

Username and Password
Help: If you have forgotten

k ok Kk

your Username or Password, ———

simply click on the “Forgot assm sossenes]

Username” or “Forgot By clicking the LOGIN button you certify that you accept
POLICY 1460.00 lzgyed Date: September 1, 2003.

Password” links to the right of
the fields. Your username will
be sent to your Merit election
email account.

Searching for Voters

The EMP allows a jurisdiction access to the State of Michigan voter registration database (QVF). Portions of all
registered voters records may be viewed. This can be a helpful tool for various voter registration functions as

well as assisting voters in finding where they are registered to vote when they are not found in your jurisdiction.
In addition, the EMP gives access to a jurisdiction without QVF or QVF Lite to their voter database.

MICHIGAN GOV

Department of State Wibigurs
TO |00k up the Voter Ruth JohnsGn, Secretary of State Official

1. Select Status Criteria Voter Search Elections Management Portal Wecame, VANDERROESTY | laned 35 PV SULIANENE0S4G0
2. Enter Search Criteria Permanent AV Search Do 161y Pt |
3' CI|Ck SearCh ........................ Gmus Criteria
4. Click the arrow to the left §in" MActive [ Challenged [&Ta Be Verified
of the voter's name to Ganceled DlRsiected [DPem AV only |
expand the selection or | —_—" easac Search Criteria
click the correct voter's |\ o VoterD/DL: - 9
name to display all Last Name: | Contains [ |meq Jurisdiction: [AT 8
information L i :
DOB- & District: [All V]

€

Important Note:
When searching, use

the drop down (shown Ha ol
below) to limit or
) . First Name- Full Name DLN DOB Staws Ho™
expand search options. : s
County en MCQVF, GARY OWEN M357888999444  11/08/1942 v
Jurisdiction: | StartsWith Voter I 440000632 Address 1- 27801 DISHNEAU RD
EndsWith Reg Date: 1/16/2008 Address 2: MASS CITY MI 49948
Gender: M County: ONTONAGON
MVIP: N Jurisdiction: BOHEMIA TOWNSHIP
EJ McavF, GAVIN REED MTTTTTTITITIT  06/20/1982 A
EJ McavF, GEORGE DAVID M456780123012  04/01/1934 A
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Selection of the voter brings up a variety of information regarding the voter’s registration and status.

Review the screen:

Voter Status
Voter information

Clerk Information
Permanent Polling Location Information

~Poo0TY

location in the event of consolidations or temporary changes

UOCAVA Status — if the voter is a military or overseas voter that status will be listed

Upcoming Election — the next election the voter is eligible for will be listed including an alternate polling

g. District Information Elections Management Portal

Q\/oler Status: Active

Status Reason:
Voter ID: 4001209416
@ Full Name: GEORGE DAVID MCQVF
County: ONTONAGON
Registered Date: 12/9/2002
SSN4:
|D Confirmed: Y
Gender: M

Mailing Address:

Email:

UOCAVA Status

o None

Military Qverseas Civilian

Welcome, VANDERROESTV | Cloned as: FVSULKANENE09460
Exit Cloning
Inbox: 167 | My Profile | Sign Out

Dymo Label MOVE Ballot

DLN: M456789123012
DOBl/Age: 411934 80
Jurisdiction: BOHEMIA TOWNSHIP
Precinct: 00001
Eff. From: 1/6/2003
Through Date
MWIP: N

School District: ADAMS TOWNSHIP SCHOOL DISTRICT - 01890
Address: 4102 WOLF CREEK ACRES RD TOIVOLA MI 49965

Permanent AV:

Overseas (Legacy)

Clerk, Polling Location and Election Information "‘.,I'AV Information

@Ierk Information
Name: ELSIE SULKANEN

Title: CLERK

Address 572 ROUSSEAU RD
~ MASS CITY, MI 499489738

Phone:
Fax:
‘4 Email:
MERIT Email: bohemia-tw@migvf.org

Upcoming Election Information

Description: OCTOBER TEST GENERAL
Date: 10/31/2013
Polling Location: ROUSSEAU TOWN HALL

Address: 572 ROUSSEAU RD
" MASS CITY MI 49948

Precinct: 00001

District Information
County: ONTONAGON

Jurisdiction: BOHEMIA TOWNSHIP

Ward:

Precinct:

-

Village:

County Commissioner: 2nd District
State House District: 110th District
State Senate District: 38th District
US Congress District: 1st District

Permanent Polling Location

Location: ROUSSEAU TOWN HALL

Address: 572 ROUSSEAU RD
" MASS CITY MI 49948

Contact Person: ELSIE SULKANEN
Title: CLERK
Phone: 906-883-3466
Fax:

MName: BOHEMIA TOWNSHIP

Contact Person: ELSIE SULKANEN
Title: CLERK
Phone: 906-883-3466

Fax:

School District: ONTONAGON AREA SCHOOLS
Intermediate School: GOGEBIC-ONTONAGON ISD
Community College:

Library District:

Court of Appeals: gOURT OF APPEALS DISTRICT

Circuit Court: 32ND CIRCUIT COURT
Probate District Court:
District Court: 98TH DISTRICT COURT
Municipal Court:
Municipal District:
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Editing Information in the EMP

Voter registration information must still be entered into QVF or QVF Lite. A jurisdiction without QVF or QVF Lite
will still need to work with the County Clerk to enter and edit voter registration information. However, the EMP
does allow a jurisdiction to edit information that pertains to military and overseas voters (UOCAVA) as well as
add voters to a permanent absent voter list.

VOLET SLdlls. MOUIvVeE

Dymo Label MOVE Ballot ‘

Woter |
Full Nam Dymo Label MOVE Ballot ‘
Count;
Registered Dat: Voter Status: Active
. Status Reason:
To Edit: Voter ID: 4001209416 DLN: M456789123012
_ . Full Name: GEORGE DAVID MCQVF DOBlAge: 41111934 80
1. Click Edit County: ONTONAGON Jurisdiction: BOHEMIA TOWNSHIP
2. Enter Email address or | Registerad Date: 12/9/2002 Precinct: 00001
check the Permanent SSN4: Eff. From: 1/6/2003
AV box depending on ID Confirmed: Y Through Date:
the action being taken |’ Gender: M MVIP-N
9 School District: ADAMS TOWNSHIP SCHOOL DISTRICT - 01890
3. Select the UOCAVA Address: 4102 WOLF CREEK ACRES RD TOIVOLA MI 49965
status (if necessary) Mailing Address:
4. Click Save eEmaiI: |mi|itarwoter@emai|.com| | Permanent AV: []
~UOCAVA Status

Mone @ Military (O Overseas Civilian O Overseas (Legacy)

Other Options — Signhature and Dymo Label

The EMP will display the voter’s signature for use when comparing absent voter application and ballot
signatures, petition signatures or simply for comparison with a new voter registration form.

VOTEr Statls. MUTve

| 1 S |
Voter ID: 4( r
Full Name: G
. County: O Voter's Si t

To Display a Voter’s Registered Date: 1 U —
Signature: e

1. Click Signature g 'gmm;’g

2. View the Signature that pops up

3. Click the X in the upper right hand

corner to close the window

To Print an Address Label with a
Dymo Label Printer:

Click the Dymo Label button (seen below):

[ Dymo Labens
3

If using, Internet Explorer 10, turn off
ActiveX Filtering by selecting Tools —
ActiveX Filtering.




Generating a Ballot for a Military or Overseas Voter
For full instructions on Military and Overseas Voter ballot issuance, refer to the Military and Overseas Voters

Manual.

Voter ID: 4001209416
Full Name: GEORGE DAVID MCQVF
County: ONTONAGON
Registered Date: 12/9/2002

To create the EMP ballot:

1. Inthe voter's
information screen, click
MOVE Ballot

2. Click Open

Reviewing the EMP ballot

The ballot, voting instructions, and voter
signature certificate will be created into a
single .pdf file, like the example to the
right.

Review the ballot to ensure it is the
correct ballot for the voter and the
offices listed are correct. If an error is
found, contact your County Clerk as
they’ll need to make the correction in
QVF's E-Wizard.

See the next page for detailed
instructions on how to print, fax, or
email the .pdf ballot.

VULET SLdIUs. AMLLUTVE
Dymo Label || MOVE Ballot

DLN: M456789123012

[mTal=P FE LT ¥ ]
—

Do you want to open or save this file?

ﬂ?: MName: Ballot.pdf

|| Type: Adobe Acrobat Document, 168KB
From: hct231webddwd01

e Open ][ Save ][ Cancdl |

= | While files from the Intemet can be useful, some files can potentially
\a harm your computer.  you do not trust the sounce, do not open or
= save this file. What's the risk?

r
-

_jj Create ~ lf;j Combine ~ A‘J Secure ~ /f Sign ~ @ Forms - ) Comment
= TR
= =) & 1]/5 | & '[.g & ® (w0 |- - o

IE—l Please fil out the following form. If you are a form authar, choose Distribute Form in the Forms menu to send it to your redipients.

MLITARY AND OVERSEAS VOTER BALLOT
Stale Primany Tuesday. August07. 2012 “an Buren Coundy, hiichigan

[ PARTISAN |
WOTE ONLY ONE PARTY SECTION

[

] Rq)uupiuan [EMelaeng Dﬁm;mlil:
m Sovon ?ﬁ P-4
i hid

[ COMGRE SSIONAL 10 CONGRESSIOHAL ]

UHITED STATES SEHATOR UHITED STATES SEHATOR
Vote for not more than 1 Vote for not more than1

Clark Durart Diebhie Stabenow C
Fepublican Democrati
Gary Blenn O (=)
Republican
Randy Hekmzn O REPRESENTATIVE IH COHGRESS
—_ Fepublican 6th DISTRICT
FrET—— Vote for nol more than1
Republican tike OBrien &
o Derooratic
o

REPRESENTATIVE IH CONGRESS
Gth DISTRICT LEGISLATIVE
Vote for not more than 1 REPRESENTATIVE IH STATE
LE GISLATURE

Jack Hoogendyk
Fepublicen 66th DISTRICT

Frad Upton < Vote for not more than1
= FRepublisan Richard Rajkowich )
[ Democrstic
LEGISLATIVE <
TOUNTY |

REPRESENTATIVE IN STATE [
LEGISLATURE PROSECUTING ATTORNE ¥
66th DISTRICT
ote for not than 1 Vote for not more than 1 =
Aric Nesbitt O
Republicen SHERIFF
o Vote for not more than 1
[ COUNTY ] <
PROSECUTING ATTORHEY CLERK
Vote for not more than 1 Viote for not more than 1
Michzel ). Bediord O <
Republican

TREASURER
p*‘ﬂ.fhﬁafj < | Vote for not more than 1 |

(e (=]

SHERIFF REGISTER OF DEEDS

Vote for not more than 1 Vote for not more than1
DaleR. Gribler O [=)

R bl
—_— DRAIN CONMISSIOHER
o Viote for not more than1

[ ~ CLERK 1 <
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Printing or Faxing the EMP Ballot Request

-

If a military or overseas voter has requested %
his or her ballot via postal mail but physical S eeie - B cambie < (5 seare < A s~ [B] Forms - comnent -

ballots provided by the County Clerk will not be [ R o B Y
available prior to the 45 day mailing deadline, : : - AT e -
simply prigt the ballot.pdf c¥eated ig the - S LIRS EN R S

Elections Management Portal. After following (B g e o o e 2 fom e, chous s fomin e Fme o [ ovneriss

the steps provided on page 7, print the ballot by:

1. Click the Printer button =,
2. Click OK

Printer

Status: Ready

Print Range

@ al

O Current view
(O current page
OPages | 1-6

After the ballot has printed, place all six pages
into a military/overseas absent voter ballot
envelope, including the return military/overseas
absent voter ballot envelope and mail to the
voter.

[Jreverse pages
Page Handing
Copies: 1

If physical ballots are available follow regular
absentee ballot issuance procedures.

If the military or overseas voter has

requested his or her ballot via fax, follow the
printing instructions above and fax all six pages
to the telephone number provided by the voter.

[CJPrint to file

Type: RICOH Aficio MP 5001 PCL 6

Subset: | All pages in range

Page Scaling:  |Fit to Printzble Area

Auto-Rotate and Center

[[] Choose paper source by PDF page size

MILITARY 4K DOVE RSEAS VOTER ELLLOT
St Pimary Tir stay, fugus|OF, 7012 Ve Bure ichigen

Name: | \HCSOB4VSNAPFO11\505_AB1POS_RIS0D

n G oy U Fax, Fosu Towrehty Frecnci 1

Comments and Forms:

Document and Markups

Preview: Composite

Ed
oo
o

e

T

o

Units: Inches Zoom : 96%

1 1

[ ) o | o [ - | R o N |

Ensure the ballot was transmitted and retain a

[Pmnnngﬂps] [ Advanced ] [SummaﬂzECDmmEnts] Q oK Cancel

copy of the confirmation page. s RS

ile Edit View Document Comments Forms

|/ Open...

Organizer

Create PDF Portfolio

E-mailing an EMP Ballot Request D

If the military or overseas voter has requested 1 create FUE
their ballot via email, follow the instructions S

DR TRICT
ok fornotmors 1

Tools  Adva

nan 1

Ctrl+0
r

@ @ Forms = 7 Comment +

k o U B %

Iy @ | @ . + 5
& & F) | 75% ‘ﬁ‘ Iﬁ

3

» [» choose Distribute Form in the Forms menu to send it to your = ight Ficlds

. 4 save cirl+s
below to prepare and send an electronic ballot 65”5 5 SRk
tO the VOtel‘ Ehsave as Certitled Document... %ﬂcumwmm Faw Faw Towrenn PRl
& Export 3 r—
Dom oerade
To save the EMP ballot: :mtmﬁ‘ |
- =TT —
o CHHl e ]
1. Click File o e S
2. Click Save As... Print Set .
3. Select a folder to save the ballot in and B S oNE £ir = B
name the ballot for easy identification. e D
4. Click Save 2oy oy Recent
3.\ =
4c:)..§ LB
. . s5CY Desktop
Use MERIT email to email the ballot. Full ot
instructions can be found in the Military and
. My Documents
Overseas Voter Manual for Election
Administrators. 8
—_— =
My Computer
‘-‘_-!] File name: &a”cﬁpdl 4

=
My Network Save astype

[=]
TREASURER
vk fornotmars han 1
=

Adabe PDF Files (" pdf)

COUNTY COMMISSIONER
S DS TRICT
ok Tornatmors tian 1

(=]

Cancel
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AV Information — Ballot Tracker

The EMP allows users the functionality of QVF to assist jurisdictions with issuing and receiving both absentee
ballot applications and absent voter ballots. At a minimum, jurisdictions must use the AV Information portion of
the EMP to enter when absent voters were sent applications, when the Clerk received the application and sent
the ballot, and when the Clerk received the absent voter ballot back.

Sending Absent Voter Applications

The EMP can be used to send
voters AV applications and must
be used to track which voters Voter Status: Active
were sent an application. Status Reasan:

Voter ID: 4001209416 DLN: M456789123012

Full Name: GEORGE DAVID MCQVF DOB/Age: 41111934 80
To track and/or send an County: ONTONAGON Jurisdiction: BOHEMIA TOWNSHIP
absentee ballot application, Registered Date: 12/9/2002 Precinct: 00001
Iook up the Voter and. SSN4: Eff. From: 1/6/2003
ID Confirmed: Y Through Date:
Gender M MWIP: N

1. Click the AV Information tab School District. ONTONAGON AREA SCHOOLS - 26550
Address: 1700 STATE HIGHWAY M38 MASS CITY MI 49948

2. Select the Election Date Maling Address.

Email: Permanent AV:

Note: The dropdown will also UOCAVA Status

indicate voter ellglblllty MNone Military Cwerseas Civilian Cverseas (Legacy)

H Clerk, Polling Location and Election Information 1 AV Information
3. Click Search 9 - \

Search Criteria

4. Click Send in the AV

Applications box

Election Date 1: | 11/5/2013 - NOVEMBER CONSOLIDA'!@
Election Date 2: D

5. Select FPCA (if applicable, w
see Military and Overseas

V Applicati
Voter Manual) pplications

En
6. Verify Sent date is correct Election Date y ]
A&catmn Information end To Address
. . E | i -

7. Edit the Send to Address if AV Ballots FPCAE; Line 1: 1700 STATE HIGHWAY M38

the voter has requested the ent: [10/372013 §, | | LineZ [MASS CITY Mi 49945

application to be sent to an Election Date || | _ . o @ ||

address outside of the App 1 Line 4:

jurisdiction Reason: Ll | Generate Prints X

8. Select a UOCAVA Status (if

JaP) OCAVA Status AV Application Type

applicable, see Mllltary and ®MNone  OMilitary O Overseas Civilian O Overseas (Leg (® Standard
Overseas Voter Manual) O Preprinted

Save and Generate App O Post Card

9. Click Save or Save and O BackSide

Generate App if printing apps
from the EMP

11 Generate
3

If print applications, continue D C e G = B e |

by: - Name: 5530028143192_2012-08-03_035405.pdf !

Type: Adobe Arobat Document
From: 136.181.128.19

@ Cpen ] [ Save ] [ Cancel ]

@ While files from the Intemet can be useful, some files can potentially

10. Select AV Application Type

11. Click Generate

harm your computer. Fyou do not trust the source. do not open or
save this file. What's the risk?

12. Click Open
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Printing the Application
Once the .pdf is open:

1. Click the Printer button =,
2. Ensure the proper printer is selected and click OK
3. Close the window by clicking on the red X

z o

ﬁ Create ~ :Ej Combine + L:J Secure - / Sign + Forms ~ (7" Comment ~
R W B D

@ & [ ©®[= |- [ -
PTR—— AppEcation for Ahsent Voter's Ballot vy
MARTHA HAISEY - CLERK
BENTON TOWNSHIF
5136 WINDS OR HWY

POTTERVILLE, MI 4557

ELECTION: 1U6/2012

5 3 duly qualited and registered electorin e County of EAT 0N, Jiisdiction of 8ENTON TOVINSHIP, Stte o Thichigan, | hereby make application
forafficial ballot, 1o be wted by meatthe aboveindicated election.

AARON DOUGLAS SMITH
T850N COCHRAN RD Frine a
CHARLOTTE MI 48813
Printer
(YR s 06-4v5APF0 111505 B 2708 R1soo] V]
T am 60 yeare of aze or ok, Status: Ready Comments and Forms:
Check Legeticbe dbratfom the cmmuwdyq  rype:  RICOH Afico MP 5001PCL 6 Document and Markups [+]
Resat Tam phsiallymatle toanendthe polls
[ 1eamotatterd the polls be care of the ten Print Range Preview: Composite
o Thone been sppotvedanclecimmrec ] ) i 25 Yy
T cavmot atberd the polle b canxce T am < ~ A
— ) Current view [% o
SIGN
HERE (& X -
AT
HOTE: Mihigm lawrequres thot V. Balits bt st yoregll oo

commrity. Complete fhe folkming OHLY if youwazt yoorbalct
SEND ELECTION BALLOT TO:

Page Handling

Copies: 1 B 1
o RIRED
Page Scaling: | Fit to Printable Area [~]
T A e
[#] autoRotate and Center
Fikd: Mailed:
Wapa: 0L Ealla [ choose paper source by PDF page size

2l

[lprint to fik Units: Inches Zoom : 96%
rin le

noany
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Receiving an AV Application and Sending an AV Ballot

| Clerk, Polling Location and Election Information q AV Infarmation | To r?CEI.Ve an absente,e ballot
: ' application and show issuance of a

Search Criteria ballot:

Election Date 1: | 11/5/2013 - NOVEMBER CONSOLID»'!@
Election Date 2: D

AV Applications

[Seni | Rocoivo I earfl Detee

Election Date Election Description Sent Received

Click the AV Information tab
Select the Election Date
Click Search

Click Receive in the AV
Applications box

PONPE

AV Ballots Election 1 Continue to next page.

ED Prin Dy Labe)

Election Date Election Description Sent Received Spoiled Rejected



Elections Management Portal for non-QVF Users Manual

. o Provided by the Michigan Bureau of Elections
Receive AV Application X Updated as of 5.13.2016

Election 1 Date: 11/4/2014 - STATE GENERAL
. To receive an absentee ballot
Voter Details . .
application:
Full Name: GEORGE DAVID MCQVF Election 1 Precinct: 00001
“oter Status: Active Ballot 1 Style: 00004 w " 7 .
School District: ONTONAGON AREA SCHOOLS - 26550 ID Canfirmed: ¥ 1. Select “is FPCA” (if applicable)
DOBlAge: 4/1/1934 80 MVIP: N 2. Enter date application was received
Address: 1700 STATE HIGHWAY M38 MASS CITY MI 49948 In-Transition: N 3. Select the UOCAVA Status (if
-Application Informati ~Send To Addr applicable)
- [ - : 4. Click Save and Send Ballot
s Line 1: [1700 STATE HIGHWAY M38
PCA:
Sent- |1U-3-2‘J13 & Line 2 |L'IA:~-3 CITY MI 49948
eceived: |10/3/2013 ) Lf”e |
App 1 — Line 4.|
Reason: '~ Line 5:
-UOCAVA Status e
®Mone O Military O Overseas Civilian () Overseas (|| Election Date- 11/512013 - NOVEMBER CONSOLIDATED Lockout: | None
-UOCAVA Status Election
Save and Send Ballo ‘ @MNone  OMiitary O Overseas Chilian O Overseas (Legacy) gzﬁ}'{g{‘ "
Ballot Status
. Reject
To send an absentee ballot: ST Raaliiamen: [N .
5. Select the Lockout (BallotStyle is the| = **"*pu ™" | (oend To Adde
best option when multiple Ballot allot #: 00000003 Line 1: 1700 STATE HIGHWAY M38 |
Styles are used In a preCInct) oent |1ﬂ|’3l2[]13 &' Line 2: |MASS CITY MI 49948 |
6. Enter the ballot number* 0- OlnPerson  © Mail Line 3: | |
ent Format: ) .
7. Enter the date the ballot was sent Ofax OEmail Line 4- | |
8. Select the Sent Format (fax and FWAS Recaired: | & | s |
email only applicable to military and Receved:| | % | Undelverable | -
overseas voters) J
9. Enter a Send to Address if the voter %
requested the ballot be sent to an

address outside the jurisdiction ~EEEEEEE—GhITREE

10. Click Save

*Important Note: If the EMP ballot (electronic ballot produced for Military and Overseas Voters) is being sent
via email, fax, or postal mail, number the Ballot with ET00001, ET00002, etc.

Clerk, Polling Location and Election Information AV Information

~Search Criteria

Election Date 1: ‘

11/5/2013 - NOVEMBER CONSOLID}!

Ensure the recording of the Election Date 2:

application and ballot. A -

completed transaction

ghould look swmlar to the AV Applications

image on the right.
[Deiete ]
Election Date Election Description Sent Received
MNov 05, 2013 NOVEMBER COMSOLIDATED |/ |/

AV Ballots Election 1

Receive

Print Dymo Labzl

Election Date

Nov 05, 2013

Election Description Sent Received Spoiled Rejected

NOVEMBER CONSOLIDATED f

11
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Receiving an Absent Voter Ballot

When the voter has mailed back or returned the absent voter ballot, the Ballot Tracker must be updated to
reflect receipt of the ballot.

AV Ballots Election 1

Print Dymo Labzl
Election Date Election Description Sent  Received Spoiled Rejected
Mov 05, 2013
~UOCAVA Status
@MNone  OMilitary O Overseas Civilian O Overseas (Legacy)
To receive an AV ballot: -
~Ballot Status-
. . | [ Reject )
1. Click Receive . . Spoiled Rejected Reason: Select . v
2. Correct the Received date if necessary T — sond o had
3. Click Save ~Ballot Infor . ~Send To ress I
Ballot #: |IJIJIJEIIJIJIJE Line 1: |1.’IJIJ STATE HIG 1
Sent: [10/3/2013 & Line 2: [MASS CITY MI 49948 i
OlnPerson  ® Mail Line 3: |
Sent Format: OFax O Email Line 4- |
FWAB Received: | & Line 5: | |
eceived: &f [JUndeliverable - g I
@
Processing Spoiled or Rejected Ballots
AV Ballots Election 1
To Sp0i| or reject a ballot: Receive zédi[ Print Dymo Label
Election Date Election Description Sent Received Spoiled Rejected
Under AV Ballots Nov 05, 2013 o Wh2¥  Receive AV Ballot
. El Date: 11/5/2013 - NOVEMBER CONSOLIDATED
1. Select the Election Date et Dete
2. Click Edit (UOCAVA Status '
3 Select Sp0|led or Rejected —if I’ejec'[ed, ‘ @MNone  OMilitary O Overseas Civilian O Overseas (Legacy) ‘
select the reason for rejection 9..0. Status

4. Click Save T Reject ‘
| Spoiled  Rejected  Reason:  [NO SIGNATURE BY ELECTION DAY. ]
—|SIGNATURE DOES NOT MATCH BY ELECTION DAY.
_~Ballot Information——|BALLOT RETURNED AFTER 8 PM BY ELECTION DAY.
WVOTER SENTENCED TO SERVE JAIL TIME BY ELECTION DAY

If the ballot was Spoiled, follow the instructions VOTER MOVED AND ELIGIBLE TO VOTE IN NEW JURISDICTION.

B VOTER DIED BEFORE ELECTION DAY.
on page 11 to issue a new ballot. If the ballot Sent:[030010 Tine 2. [MASS CITY M 79315 i
was Rejected, another ballot may not be OlnPerson  ® Mail Line 3.
reissued. Sent FOmat: & Fax ©Email Line 4 |
FWAB Received: | & Line & |

(S
Received: |10/7/2013 & [JUndeliverable

L4 50T Conor |

.|
12
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Receiving a Federal Write-In Absentee Ballot (FWAB)

If a military or overseas voter submits a Federal Write-In Absentee Ballot (FWAB) the Ballot Tracker must be

updated to reflect receipt of the FWAB. For more information on the FWAB, refer to the Military and Overseas
Voter's Manual.

AV Ballots Election 1

/-WAB Received

Delete Print Dymo Label

Election Date Election L

Nov 05, 2013 STATE GE

f‘: You are about to record a Federal Write-In Absentee Ballot (FWAB)
]

FWABs may only be counted if the military or cverseas voter:

To receive a FWAB:

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

1. Click FWAB Received
2. Enter the FWAB Received date
3. Click OK

A countable FWAB must be duplicated by election or AVCB
inspectors on election day.

Please enter the receipt date for the FWAB: [10/07/2013 9! @
130

NOTE: The voter’s status must be set
to military or overseas for the FWAB
Received button to activate.

Marking a Ballot as Undeliverable
If a ballot is returned by the post office as Undeliverable mark the Undeliverable box in the Receive screen.

—.

|Fieceived: | | E %Undeliverable

13
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Permanent Absent Voter List
The EMP allows for the printing of applications for all voters placed on the Permanent Absent Voter List.

1. Select Permanent AV Search

2. Select an Election
f h EI . Voter Search ; Welcome, CLONER | Cloned as:
rom the Election Elections Management Portal " ExtCining
Date 1 drop'dOWn 1 Permanent AV Search Inbox: 14 | My Profile | Sign Out

menu. If sending Search Criteria

H H R T J SDICTIOF R A LN VE IR 5/2/2016 - STATE PRIMARY
dual applications, egien Type Beton Tt 2N
Region: |PEACOCK TOWNSHIP - 63120 | Election Date 2 \Select v

choose the 5
i P t (00010 -
General Election recinct |

from the Election ClerkiPolling Location 4 Search
Date 2 drop-down
menu

3. Select the Precinct (if necessary)
4. Click Search

Printing and Tracking the Permanent AV Applications

Applications may be printed in a variety of formats. The EMP allows a user to print the entire form (Standard), a
vendor form (Preprinted), or a vendor Post Card form. In addition, labels can be printed in different formats, 30
count or 14 count. Applications can be printed and saved in separate steps, so that applications can be
generated more than once for an election if necessary.

Total Number of Permanent
i . i Permanent AV AV Voters displayed on
To print and save the AV applications: Voters the screen

Election 1 Permanent AV voter count = 2

1. Click Generate
1 Generate Mass AV Application Show [500 V]

Mass AV —
Application Name DLN DOB E1 Tracked E1 Eligible
2. Select an AV Generate Mass AV Applications { v
Application Type v
3. Select a Label AV Application Type
Type O None ® Standard O Preprinted O Post Card
4. Click Generate
Click Open Label Type
O None ®30Count 14 Count
Do you want to open or save CLONER_2016-05-13_135651.pdf (196 KB) from webapps.sos.state.mi.us? e Open Save v Cancel
Complets and et 1o Application for Absent Voter's Ballot Aopeoned by
CLERK
PEACOCK TOWNSHIP
3657 HAMLOCK LANE
I ELECTION: 8212016 . i
As s Uated States Citaeen and a duly qualsfied and registered elector m the Coumity of LAKE, Jundsction of PFEACOCK TOWNSHIP, State of Machigan, [ bevely 6 . ReV'eW the docu m e nt (l abels WI | |
ke application for official Ballot, te be voted by oaf s . — h HH be the |aSt pages Of the
SHIRLEY ANN BLACKLER o | NEEETET RN »| | properses || aeanced | i
3906 SUMMIT VIEW DR NE Gopiess 1[5 [ ——— docum ent)
GRAND RAPIDS MI49252028 |\ 00 —rr— 7. Click the Printer button
G — —= 8. Click Print

Summarize Comments.

Pages L2

[] Dm0 years of nge v oldfl > Mere Options Seale 06%
Check Texpect 1o be shsent from #5371 Inches i i
N H imeenend] T Continue with steps on the next page
e ] Teannos amend the polks bef! T | | | ] M || 3
@=‘ ] Ihave been sppomsed an el @ fin

[ | Ieannot amend the polls bafl ) Actuslsize
SIGN Toartityhatll o imscie 0 %
HERE ®=' X || e poper e ot page s

Prink o0 bt sides of paper

NOTE: Michapan Inw requares that AV, Ballow be sgld E—
commuairy, Complete the following ONLY s vou vy ) =
- ; fusts postrait/lanhcape ==
SEND ELECTION BALLOT TO: # Portnit -
Landscape
J
™0 [GTREET) 'aged ot §

Fage Setup.. Prk Cancel
BOST CEEICE raTE - ? — € - Ll




9. Go back to the EMP window, and close the Generate

Mass AV Applications window

10. Click Save/Track Mass AV application

11. Click the Calendar icon and select the date the

applications will be sent

12. Click Save/Track

13. If necessary, backsides of applications can be
generated, then repeats steps 5-8 to print

Election 1 Permanent A\ voter count = 2

Elections Management Portal for non-QVF Users Manual
Provided by the Michigan Bureau of Elections

Updated as of 5.13.2016

Generate Mass AV Applications X

AV Application Type
‘ O None

®Standard O Preprinted O Post Card ‘
Label Type
ONone ®30Count O 14 Count ‘

10

Roenerne B et 24

Generate Mass AV Application | Save |/ Track Mass AV Application || AV Application Backside [Ehlay

Save / Track Mass AV Applications X

DLN

DOB

Date Sent |5/13/2016

E1 Tracked

E1 Eligible

v

<@

4

Su
24
1
d
15
22
29

Mo

May, 2016
Tu We Th Fr
26 27 28 29
3 4 5 @6
0 11 12
17 18 12 20
24 25 20 27
31 1 2 3

25
2
9
16
23
30

Today: May 13, 2016

a
30
7
14
21
28
4

Save / Track Mass AV Applications X

Date Sent: |5” 32016

r--

E1 Tracked
May 1
Ma\,r 1

E1 Ellglhle
3

3

Leaving the Permanent AV Search screen without recording a Save/Track date results in a window asking if
you wish to track the AV Applications.

Click YES if you want to record a sent date.
Click No if you have already recorded a date, or if you do not wish to record a date at this time.

Permanent AV Search 8

Do you wish to Save/ Track your AV Applications?

Yes

. No

15



Statistics and Reports

Ballots Sent and Received

The EMP allows users to create a report for their jurisdiction showing the number of ballots sent and received
per precinct.

To generate the Ballots Sent and Received report:

Voter Search Welcom

------------------------ Elections Management Portal

=

Click Statistics and Reports

2. Select the Region Type (if
necessary)

3. Select the Election Date

4. Select Ballots Sent and

Default Region

Received Region Type: MY JURISDICTION Region:
5. Click Generate RepOrt M
6. CI|Ck Open Region
ClerkiPolling Location
Verification Region Type: | MY JURISDICTION 9 Region:

Election Data
Exchange Report

Election Date: | 11/6/2013 - MOVEMBER CONSOLIDATED e

o ® Ballots Sent And Returned O Daily AV Election Day FWAB
O AV List O UOCAVA & MOVE Cancelled/Rejected Ballots
4 Precincts 5

Generate Report

Select Do you want 1o open or save this file?
m - Name: Report.pdf
=3 Type: Adobe Acrobat Document, 2.69%B
m From: 136.181.128.19

Open Save Cancel

y Whie filca from the: Intemet can be wasful. soms filea can potertially
“) harm your computer. i you do not trust the source. do not open or
save thes fle. What's the qgk?

The Ballots Sent and Returned Summary will open in a .pdf file. From this screen you can choose to print or
save the file.

j: Create ~ ':E-;j Combine ~ J‘J Secure ™ _J/'( Sign ~ |E—| Forms - } Comment ~
= I

]

_J'ﬁ =] 1|1 Ik &Y SR ONONEETYS N k] .

a3 fron Ballots Sent And Returned Summary ’
11/6/2MM 2 - State General

Jurigdictiore PawPaw Township (63000)

Fexderal Write In

Overseas Civilian Ballots Military Ballots Ballots

Ay Ballots Returned On Returned Retumed On Returned Retumed On Retumed Received

Frecinct I==ued Time /% Late /%% I=zued Tirne /% Lae /U [==0E] Time /% Lae /% Recewed Lae/%
mm1 [ 2 - @% 2 - s o o o 1 1 - 100% o o o
mm2 1 1-1m% o o o o 1 1 - 100 o o o

Totds: 5 3 - % 2 - W% o o o 2 2 - 100% o o o




AV List Report
The EMP allows users to create a report to be used in the precinct or AVCB as the AV List.

Voter Search Wel

------------------------ Elections Management Portal :

To generate the AV List report:

------------------------ Default Region 1.Click Statistics and Reports
Region Type: | MY JURISDICTION Region: 2.Select the Region Type (If
_______________________ necessary)
Region 3.Select the Election Date
Region Type: | MY JURISDICTION © Region: 4.Select AV List
"""""" -~ 5.Sglect Sort Options
Election Date: | 11/5/2013 - NOVEMBER CONSOLIDATED 3] 6.Click Generate Report
O Ballots Sent And Returned Opaily AV Election Day FWAB 7.Click Open

W List LJUQCAVA & MOVE Cancelled/Rejected Ballots

4 Precincts & Sort Oplicna
Generate Report

@ By Precinct And Last Name

Select
m By Precinct And Ballat Number
m O By Last Name

Do you want to open or save this file?

© By Ballot Number (= Name: PAWPAWTWEX_2012-09-13_092937.pclf

= Type: Adobe Acrobat Docment
Fom: 136.181.128.19

| Whie fies from the Inteme. can be useful, some Fles can potentaly
a ham your computer. ¥ you do not st the source, do not open or
save this fle. What s the fisk?

The AV List report will open in a .pdf file. From this screen you can choose to print or save the file.

— - : -
er Create ~ EIIE_;_I Combine = ‘,ﬂ Secure ™ /“ Sign ~ |§—| Forms - ‘__.> Comment ~

& R o B B D

- N ix (| & (@ @[] o [ :

13 012 AV List For Paw Paw Township {63000) !
11/6/2012 - State General

Dae App Date Ballot Date Ballot

Voter # 0 Balot # Spoiled # vioter Narme f Mailed To Address Recaived  Mailedfissued Returned Rejected
1 opoooooo tdzquf, Barbara Hize 9202012 9202012
675 Hazen St B-102, Paw Paw hi 40079
2 000000z e, Caitlin Lind=zey 102012 1042012 1042012
619 Paw Pan 5t Pan Paw hi 43070
3 ooooooo: Mg, Faith Lwin 9302012 902012
205 hller Ct Apt 204, Paw Paw b 49079
4 ETOO00D0M hquf, Daniel Graham Q202012 rXrin] e 1052012
40553 County Road 353, Paw Paw hi 49070
& ETOOODOZ hideqf, George Andrew 921012 QiER012 1052012
08 Hazen 5t, Pau Pau hi 49079
Tatdls: Apps EBallots Edlcts
Woters  Bdlots Spoiled Receiwed  WEledlssued Raturned Rejected
5 1} 5 5 3 o
Grand Tatdls: Apps EBallots Edlcts
Woters  Bdlots Spoiled Receiwed  WEledlssued Raturned Rejected

5 5 0 5 5 2 0




Daily AV Report
The EMP allows users to create a Daily AV report to track daily absent voter activity.

Welcome, VANDERROESTV | Cloned a

Voter Search

------------------------ Elections Management Portal

Inbox: 162
Default Region . .
----------------------- Region Type: MY JURISDICTION Region: TO generate the Dally AV LISt
report:
--------- PRPRRINNN | Region 2} 1.Click Statistics and Reports
i [ Fegon Type: (MY LORISDICTION Regon 2.Select the Region Type (if
Report necessary)

Election Date: | 11/6/2013 - NOVEMBER CONSOLIDATED o 3.Select the Election Date

O Ballots Sent And Returned e@'Da\Iy AV Election Day FWAB 4.Select Da”y AV

O AV List O UOCAVA & MOVE Cancelled/Rejected Ballots 5.Select Report OpthﬂS

\ Precincts - Report Opliunﬁ 6 Cllck Generate Report
_ Applications- Ballots 7. C“Ck Open
Select [v] Sent [v] Sent
m [¥IReceived [#IReceived
m Date Range
Bstwaen' 10/08/2013 |
And: 10/08/2013 | S
Report Style-
@ Listing Q Labels
Do you wart to open or save this file?
2 selected.
= Narme: Report.pof

= Type: Adobe Acrobat Document, 2.8%@
From: 136.181.128.19

Qam [ _sae Cancel |

| Whia ffes from the Intamat can be ussful, some fiis can potsnealy
e hiamm your computer. F you do not tnust the source. do not open or
)

save this fle. |

The Daily AV report will open in a .pdf file. From this screen you can choose to print or save the file.

-
& & A .
o Create - El::h_l Combine ~ || Secure v /‘( Sign ~ |E—| Forms = __.> Comment +
Fig R o B B
= : 11 k| &) €& | @@ (ol o | -
L_J AR S ‘ =
af15 f2012 Dall}‘ AV RE[JDI'( 1
11/6/2MM2 - State General
Counting Applicdions Bslots
Frecind  Board Marre Address Sent Returned Sent Returned
Joood Geonge Andrew hcquf G0% Hazen 5t, Paw Paw hi 99079 W N T N
oopod Cailin Lindszy hicquf 619 Faw Faw St, Pan Pau b 43079 i h i M
ooooe Cariel Graham hieguf 40553 County Road 353, Paw Paw hi 40073 H ki T ki
o000 Faith Lynn hicquf 205 hller Cx Apt 204, Paw Paw hd 40079 A ¥ A H
ooood Barbar Hisa heuf 675 Hazen St B-102, Paw Paw b 40070 W b ¥ M
Total 4 i & 3
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UOCAVA & MOVE Report

The UOCAVA & MOVE
report will provide a listing
of all AV voters entered into

Voter Search El t M ¢ P rt | Welcome, VANDERROESTV | Cloned as: FVSULI
8?//eFrSaeSa,\S/IQ}E)atre>;Sor ------------------------ ections anagemen orta nbox: 178 | My Prc
Absentee Voting
To generate the UOCAVA _
& MOVE report: Region
________________________ Region Type: |MY JURISDICTION %| Region: [ BOHEMIA TOWNSHIP - 09460
1. Click Statistics and | Rk Report
Reports Election Date: [2/24/2015 - FEBRUARY CONSCLIDATED e
2. Select the Election
Date (_ Ballots Sent And Returned () Daily AV ) Election Day FWAB
O AV List JUOCAVA & MOVE O Cancelled/Rejected Ballots

3. Select UOCAVA &
MOVE Precincts Sort Optio nn

4. Select Sort Options < Precincts v

5. Click Generate ont Select ) By Precinct And Last Name

Report 00002

® By Last Name

The UOCAVA & MOVE report will open in a new window. From this screen there are many file type options.
To print the report:

6. Click the arrow next to the disk icon.
7. Select PDF
8. Use the Print functionality in Adobe

DCAVA anc 0
G
4 [t Jof1 b b ¢ [ Irindinet |H-[%0E
P XML file with report data Fase1
/282015 T T r ; ) ; _ aze
UOCAVA AND MOVE REPOR| (... . _[VNSHIP - 09460
2/24/2015 - FEBR PDF 1Y
MHTML (web archive)
PDF
FPCA/ Excel
Combined FWAB TIFF file TOCAVA Status /
Voter Name / Mail To Address Precinct  Ballot#  Received Delivery Method Rejected / Reason
MCQVF, AGATHA CHRISTIE oooo1 00000004 111472015 Word Military Mo
1361 STATE HIGHWAY M35 MASS CITY M| Email
MCQVF, AMY JEAN ooooz ETOOOO01  1/5/2015 1/10/2015 Military Mo
47762 LOTS RD TOIVOLA M| 48065 206/2015 Email
MCQVF, BARBARA ANN oooot 00000007 1/14/2015 1/14/2015 Military No
3501 E COURTNEY LAKE RD MASS CITY M 1114/2015 21712015 Pastal Mail
MCOQWF, BEVERLY MAY ooooz 00000305 ni232018 1/23/2015 Oversess Civiian Mo
45487 SOUTH RD TOIVOLA M| 49985 11282015 Postal Mail
MCQVF, ELMA LOIS ooooz 00ODOO0E  1/28/2015 1/28/2015 Military No
4102 WOLF CREEK ACRES RD TOIVOLA M 1/28/2018 Fax
MCOWF, PAUL MICHAEL oooot ETO00002 11202015 Military No
25856 DISHNEAU RD MASS CITY MI 4894 112/2015 Email
MCQVF, RYAN GEORGE coooz ETOO0O0Z  qig/2015 1/10/2015 Overseas Civiian Mo
PO BOX 90 TOIVOLA MI 40065 0090 Emsil
Total T
Close
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Election Day FWAB Report

The Election Day FWAB Report will provide a listing of all Federal Write-In Absentee Ballots (FWABS) received
into QVF where the voter did not return a physical ballot.

Welcome, VANDERROESTV | Cloned as: FVSUL

Voter Search

. Elections Management Portal
To generate the Election

Day FWAB report:

nbox: 178 | My Pr

Absentee Voting

1. Click Statistics and )
Reports eaten R A
2 Select the Election | s Region Type: MY JURISD ON %| Region: |[BOHEMIA SHIP - 094
Date | Report
3. Select Election Day Election Date: [2/24/2015 - FEBRUARY CONSOLIDATED 9
FWAB . (O Ballcts Sent And Returned O Daily AV &- Election Day FWAB
4. Se_IeCt Sort Optlons O AV List O UOCAVA & MOVE O Cancelled/Rejected Ballots
5. Click Generate Report
Precincts 5 Sort Optiuna
4 Precincts N Genelate Report )
() By Precinct And Last Name
00001 Select
00002 Al | ® By Last Name
| None |

The Election Day FWAB report will open in a new window. From this screen there are many file type options.
To print the report:

6. Click the arrow next to the disk icon.
7. Select PDF
8. Use the Print functionality in Adobe

Election Day FWAB No AV Ballot Received

14 4 [t Jofr b i ¢ [ |rndimex (BTG
01282015 ELECTION DAY FWABNO AV|  W-flewireetdcis | pop BOHEMIA Page
C3V (comma delimited)
2/24/2015 - FEBRJE m
Combined Precinet 00002 o
MHTML (web archive)
PDF
B FWAB AV Ballot
Voter Name / Mail To Address Vote TIFF file Received Received
MCQWVF, AMY JEAN Acti Word 20812015
47752 LOTS RD TOIVOLA MI 48965
MCQUF, ELMA LOIS Active 12812015
4102 WOLF CREEK ACRES RD TOIVOLA MI 49085
Subtotal 2
Total 2
Close
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Cancelled/Rejected Ballots Report

The Cancelled/Rejected Ballots Report will provide a listing of voters whose ballot for an election was rejected
because their registration was cancelled. This listing will include a reason for the rejection.

To generate the
Cancelled/Rejected Ballots
report:

Voter Search Welcome, VANDERROESTV | Cloned as: FVSULKANEM

------------------------ Elections Management Portal Exil

1. Click Statistics and o TR LMy Proie 1

Reports I
2. Select the Election Apsentee Voting

Da'te Region
3' geIeCt” d/R . d __________ Regicn Type: |MY JURISDICTION %| Region: | BOHEMIA T SHIP - 094 hd

ancelle ejecte rk/Pol

Ballots Semramacozomeses: Raport 72}
4. Select Sort Options Exchange Election Date: [2/24/2015 - FEBRUARY CONSOLIDATED
5. Click Generate Report O Ballots Sent And Returned O Daily AV ) Election Day FWAB

O AV List O UOCAVA & MOVE & Cancelled/Rejected Ballots

Precincts Sort Optiona

00001 Select
00002 Al | (® By Ballot Number

(O By Precinct And Ballot Number

The Cancelled/Rejected report will open in a new window. From this screen there are many file type options.
To print the report:

6. Click the arrow next to the disk icon.
7. Select PDF
8. Use the Print functionality in Adobe

Cancelled/Rejected Ballot

4 4 [t Joft b DI @ [ Fndinex =W

prasaeis CANCELLED/REJECTED BALL( ' le " et &2 | EyyNSHIP - 09460 Fazed
C3V (comma delimited)
2/24/2015 - FEBRUARY

(e

] PDF
MHTML (web archive)
Combined Excel PDF
Voter Name / Mailed To Address Precinct  Status / Reasons ejected Ballot Rejection Reason
MCQVFE, GARY OWEN 0ooo1 Cancelled TIFF file | == Voter Died before Election Day.
27801 DISHNEAL RD MASS CITY MI 46042 DECEASED Word
Total 1
Close

21



E-Pollbook

The EMP allows non-QVF users to export the Electronic Pollbook (EPB) software and upload EPB voter history
via an internet connection. Refer to the Electronic Pollbook User Manual for complete instructions on how to
operate and maintain the EPB software.

Necessary non-EMP steps to be taken prior to EPB download

Because AV ballot information is entered into QVF or the EMP, it is recommended that downloading of the EPB
software occur after the 4 p.m. AV ballot issuance deadline on the Monday before the election. If this is not
possible, a supplemental list of absent voter ballots issued after the EPB download must be supplied to the
precinct(s). This will require election inspectors to check that list for each voter. There is not a way to add
absent voter information electronically after the EPB download. Practicing the following steps prior to election
day is recommended.

Reviewing QVF Options

Prior to download, ensure Global Geography settings have been previously set in QVF by your County Clerk
(see Chapter 3 of the QVF Manual)), especially if using combined precincts or split precincts with more than
one ballot style. To ensure the names of ballot styles setup in Global Geography are listed in the EPB software,
set Options in QVF to show ballot style aliases.

Michigan Qualified Voter File
ile View Reports S5ysAdmin Elections Data Maint. Window Help

Voter Search by Voter ID Ctrl+5
Voter Search by Name Ctrl+N
Recent Records Viewed 3
. Voter Registration F2
To set ballot style aliases, QVF Inbox -
login to QVF and: Fetors o
Voting History Fo
1. Click File Equipment Inventory F7
2. Click Options AV Scan F2
3. Select “Print ballot Petitions (obsolete) = 2 -
style aliases rather betitions Search e e
than ballot Style Petitions Consolidator X Cancel | ? Help |
names” by C“Cking the Electronic Poll Book
box Mass AV Applications [ Default registration date to the last registration date issued
4. Click OK GEMS Export W Automatically savelrestore card and notice print settings
Unity Export [ Coordinate ballot numbering from different screens
o Options [¥ Print clerk name on cards/notices
Print Setup [ Print clerk title on AV Apps
[~ Print akernatj
Exit

v EDispIay.n’print ballot style aliases rather than ballot style names»f

Display elections held on or after 101!01!2000

Designated single-label printer: | (NONE})

Ll Lo

Default Label Size: |5ma Il- 3 across



http://www.mi.gov/documents/sos/EPB_manual_final_380101_7.pdf?20130708103536
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Downloading the EPB Software from EMP

Logging in to the Privacy Zone and creating a folder

Every time the flash drive is unplugged from a computer, the flash drive will be logged out of the Privacy Zone
for security reasons. The Privacy Zone of the encrypted flash drive must be open during this process. Note:
Please review the complete Electronic Pollbook User Manual for more information on the Privacy Zone.

. . el 22V
To Iogln to the Pr|Vacy . File Edit View Favorites
Zone, insert the encrypted ; \
flash drive into a USB port . O © 2

and:

: Address % E:\

1.Double click V-
Safel00.exe

the Web
[&d Share this

2.Enter strong password
Other Places

3.Click OK

4.Right click anywhere in

the window and select (E:) Publi
Removable Di
New. File System: F
1 objects
5.Click Folder

6.Name the folder by typing in the box
and hitting Enter. Using the date of
the election for the folder name will
identify the files if there is ever a
guestion in the future.

File and Folder Tasks

3 Make a nes
@ Publish this folder to

w folder

folder

bl

i My Computer
ﬂ My Documents
‘:! My Network Places

VI 2
Q Mame Size | Type Date Modifit
~
& Application
‘V-Safel[)[).exe 1,683 KB Application 3f16/2010 5

AEs|

Tools  Help

/;JSeardﬂ = Folders v

oVESated 00login

Password:

e““““““

Folders

@ Desktop
2 My

O &=
. File Edit View Favorites Tools Help l'.u'
E J \_) l.ﬁ /':\J Search ‘H’:‘ Folders '

: Address % E:\

= ¢ My Computer
% (C:) Local Disk
‘2 (D) DVD-RAM Drive
=) == (E:) PrivacyZone
G: Control Panel

‘g My Network Places

V> K
Mame Size  Type Date Modifiec
Shortcut
ocuments
¥iLogout Privacy zone 2KB Shorteut 2/21/2012 4.,

View 3

Arrange Icons By 3

Refresh

x
1
=

%]

7.Click on the red X to close the window

#l Recyde Bin
O T <1 UndoDelete  Cirl+Z
1 objects
Properties @ Short
[5= ﬂ@i
. File Edit View Favorites Tools Help 't.'
. 6 a @) s
(€ (=) ] l.ﬁ P Search ‘H’j“ Folders
¢ Address |%e® E:\ D Go
Folders x MName Size | Type Date Modifiec
(B} Desktap [Z] File Folder
@ My Documents y y
= :a My Computer File Folder 2{21/2012 4.,
ﬂlv (C:) Local Disk Shortcut
2 (D:) DVD-RAM Drive
= == (E:) PrivacyZone ¥iLogout Privacy zone 2KB  Shortout 2(21/2012 4.,

|3 ElectionDate
¥ control Panel
‘g My Metwork Places

]
3 T ) [ [¥]

1 objects selected :e My Computer
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Open EMP and create EPB software
The EMP web application creates the EPB software, essentially taking the voter registration data in QVF
and putting it in an easy to use format for election inspectors to use on a laptop.

To create the EPB software, login to the EMP and:

1.
2.

6.

Click E-Pollbook
Select the Region Type & Name (your jurisdiction information is defaulted; the region type

should be changed if you are

conducting an election for a
district that crosses over to
another jurisdiction, e.g.
school or library district)
Choose the Election Date
Select the Precinct Type.
Combined Precinct should
be selected if using
combined precincts. Note:
combined precincts must be
setup by the County in the
QVF Global Geography
module (see Chapter 3 of
the QVF Manual), prior to
this download.

Enter a Strong Password —
A strong password contains
at least eight upper and
lower case characters with
at least one number or
symbol

Click Export

Voter Search

------------------------ Elections Management Portal

Default Region

Region Type: MY JURISDICTIOM Region:

E-Pollbook Request | Import Vater Histary

Request an E-Pollbook-

Region Type: | MY JURISDICTION e

Region Mame:

Election Date: | 11/6/2013 - NOVEMBER CONSOLIDATED e
Precinct Type: | WARD PRECINCT

Encryption Password: StrongF’wdQ[Jﬁe

Available E-Pollbooks

There are no E-Pollbooks available.

Once Export has been selected, the EMP sends a message to QVF to create your jurisdiction’s EPB file. This
process could be as quick as a minute or up to an hour depending on how many requests are being processed
at the same time. The system will send you confirmation that your download is ready to your merit email
account or you may occasionally refresh the screen by clicking the Refresh button.

Election Date:

| E-Pollbook Request | Import Vater History

Request an E-Pollbook

Your reque beEﬁ—subWs available for download a notification will be sent
toy

merit account (BOHEMIA-TW@MIQVF.ORG).

Region Type: | MY JURISDICTION

Region Mame:

Precinct Type: | WARD PRECINCT

Encryption Password: | StrongPwd2013

Available E-Pollbooks

Election Date Election Description
11/06/2013 NOVEMBER CONSOLIDATED

11/5/2013 - NOVEMBER COMSOLIDATED

Region Name

BOHEMIA TOWNSHIP

Creation Date Request Status

10/08/2013 Complete


http://www.mi.gov/sos/0,4670,7-127-1633_11976_12001-240175--,00.html
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Once the download is available:

1. Select the

Elections Management Portal for non-QVF Users Manual
Provided by the Michigan Bureau of Elections
Updated as of 5.13.2016

Election Date

Download
2. Click Download Electiol Election Descriptiot Region N Creation Date Request Stat
. n SCI n 1on Name reation LIg: us
3. Click the arrow
11/5/2013 WEMBER CONSOLIDATED MAPLE GROVE TOWNSHIP 06/25/2013 Complete
next to Save

4. Select Save as L

Do you want to run or save NOVEMBER_CONSOLIDATED_MAPLE_GROVE_TOWNSHIP. zip [8.63 ME) from staging.sos.state.mi.us?

x

Run L Save E Cancel |

Save

Save

as

Save and run
-
17 Save As u
= —
| o » Computer + PrivacyZone (D:) » ~ | ¥4 [i Search PrivacyZone (D:) L
5. Mak th —
. Make sure the |
Pr|vac Zone |S Organize « Mew folder g= - @
I y @ Documents i MName : Date modified Type
selected & Music
. . ElectionDate 4/ H ile folder
) Pictures ElectionD: 2/4/2013 2:29 PM File fold,
X ﬂLogout Priv| =
B Videos IType. File folder i
s ™
_ 5 = T T EE . K i
1 -
6. Double click the & Homegroup ad - e |
. | . v Computer » PrivacyZone (D) » ElectionDate - | + Search ElectionDate
[ElectionDate] | QU P 2 A EZE s
folder 18 Computer Organize « New folder = - (7]
eﬁ, I';ocal Dlzsk (G()DJ | Documents *  Mame : Date modified Type
rvacyLone -
= o Music | NOVEMBER_CONSOLIDATED_MAPLE GR... 4/17/20150:25 AM  Compressed (zipp...
= HP_RECOVERY (E 5 Pictures
ca HP_TOOLS (F) P — i Videos
7. Click Save File name: | [BIENESNE @ i
Homegroup
The EPB Software has now 15 Computer
been saved and may be ~ Hide Folders £, Local Disk (C3)
= PrivacyZone (D)

taken to the EPB laptop for b
installation. Refer to the
Electronic Pollbook User

Manual for full instruction.

2 Hide Folders

(s HP_RECOVERY (E
a HP_TOOLS (F)

- 4

1

File name:  NOVEMBER_CONSOLIDATED_MAPLE_GROVE_TOWNSHIP

Save as type: [Appiica’(ion

Note: If you receive the error message below, simply click on the x in the upper right hand corner of the box.
This is a standard security screen. Your download is complete at this point.

i The publisher of STATE_PRIMARY_BOHEMIA_TOWNSHIP.exe couldn't be verified.
Learn more

‘ Run H View downloads

If you attempt to submit a duplicate request for the same
election, the message to the right will be displayed. If you wish
to override the first file you requested, simply click Download.
If you requested a new download mistakenly, simply click
Done.
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Pending E-Pollbook

-

There is currently an E-Pollbaok
pending creation identical to the one
you are attempting to downloading.

Do you wish to continue to
downlozad this E-Pollbook?

[Download| | [ Dene |

1

-



http://www.mi.gov/documents/sos/EPB_manual_final_380101_7.pdf?20130708103536
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Importing the EPB Voter History File

Within seven days of the certification of the election, voter history must be uploaded into the EMP or QVF.
To enter Voter History via the EMP, login to EMP, insert the encrypted flash drive into a USB port and login to
the Privacy Zone.

In EMP:

1.

Click E-Pollbook

Departiment of State

Ruth John$Bn, Secretary of State

2. Select the Import Voter Search ) Welcoms, VANDERROESTV | Clonec
Voting History Elections Management Portal S
tab Street Index Search e

3. Click Browse Statistics and Reports —

4. Selectthe [Bmmmmm—m— ‘ Export Data for Electronic Poll Book mport Voting History from Electronic Poll Book

' . -Pollbook
Prlvacy Zone by Import Voter Histo
double clicking Clerk/Polling Location P ry
5. Double click the ElectionData
H Exchange Select Your History File to Upload:
]ICEOIE(;[:on Date Browse. e
6. Click Open I «g -
7. Click Import
[7]x]
Deskics Lookin; [< (E) Prvacyzane - e /B
A ElectionDate
Myja{_rnerl &‘—R‘;}m 5
: ol Oper 7]
_Eg Lj Lookn: [ 23 BlectonDate > & @®cFE-
My Compnter Desktop
‘-j My Racent
My Metwork  Filenar] My Documents o
Foces Files of r Lj
}; Desktop
My Competer
@ |
My Metwork Fil)
Places o ng
My Computer
(%
M,Nik oy 7

When Voter History is complete, the screen will show the Total Records Processed. This number relates to the
number of voters that voted in that election and precinct.

Export Data for Electronic Poll Boak Import Voting History from Electronic Poll Book

Import Voter History

Total Records: 30
Records Processed: 30
Updates Applied: 30

NOTE: Voters added to the Unlisted tab or voters that were issued a Provisional-Envelope ballot will not
automatically update. If those voters’ ballots were processed, they must be added to QVF and updated using
the old Precinct List method (File — Voting History in QVF). Please work with your County Clerk to complete
this process as necessary.

If Absentee Ballots were processed in the precinct, the Updates Applied will not be the same number as
Records Processed as AV information is updated at the time of ballot issuance in QVF.



Street Index Search

The EMP may be used to look up QVF street index information. This information could help locate which Clerk
to forward a voter registration form that does not fall within your jurisdiction or help a voter locate their local
Clerk.

To perform a Street Index Search:

1. Click Street Index Search sk Elections Management Portal o e
2. Select the Search Criteria QSh Criteria
3. Click Search County: | VAN BUREN - 80 [~]
4. View the results Jurisdiction: | PAW PAW TOWNSHIP - 63000 [
Street Name: |hazen
Verification Zip:
Election Data
Exchange
treet Jurisdiction Numbers Zip County
HAZEN ST PAW PAW TOWNSHIP 1137410 49079 VAN BUREN
HAZEN ST PAW PAW TOWNSHIP 200-718 E 49079 VAN BUREN
HAZEN ST PAW PAW TOWNSHIP 743-52499 O 49079 VAN BUREN
HAZEN ST PAW PAW TOWNSHIP 744-52500 E 49079 VAN BUREN
Michigan.gov Home | S0S Home | Site Map | FAQ | Online Services | Forms | Contsct 805 | State Web Sites
Privacy Poliov | Link Poliov | Acosssibilit Polics | Security Policw | Michioan News | Michiosn.oov Surver
Viewing QVF Inbox Transactions
The EMP allows users to view their QVF Inbox transactions.
To view QVF Inbox transactions:
1. Click Inbox
2. Select the triangle Welcome, WVANDERROESTV | Cloned as: FWSULKANENEQ9460

Elections Management Portal

Exit Cloning
next to the voters oInI:c:s' 162 | My Profile | Sign Out

name to view Inbox

Detail for a voter @ Al Show | 25 g
Full Name DLN Action Action Date
u MCQVF, JEAN LEE M345678901234 MAME CHANGE 9/25/2013
u MCQWVF, JOHNATHON MICHAEL MAME CHANGE 9/25/2013
u MCQVF, DEAN MATTHEW M864224687596 MNAME CHANGE 9/25/2013
m MCQVF, DEAN MATTHEW L260744887993 CHANGED ADDRESS TO 3/27/2008

Action Data: CHANGED ADDRESS TO - 3500 E COURTNEY LAKE RD MASS CITY MI 49948 (BOHEMIA TOWN SHIP)

Voter ID: 8624271 Address 1: 3500 E COURTNEY LAKE RD
Reg Date: 71121977 Address 2: MASS CITY MI 49948
Gender: M County: ONTONAGON

MVIP: N Jurisdiction: BOHEMIA TOWNSHIP



Changing Password

The QVF Help Desk assigns the EMP username and password. If you do not know your password or your
account has become inactive, contact the QVF Help Desk at 1-800-310-5697 for assistance.

To change the password assigned:

1. Click My Profile
2. Enter the Old Password and the New Password in both the New Password and the Verify New Password

fields
3. Click Submit Elections Management Portal B 1) e

| Change Password Replication Information

ehange Password for PAWPAWTWPX

NPX

n Qut

Old Password:
New Password:

{ Verify New Password:

Glossary

Dymo Label Printer — A printer designed to print labels. This printer is not required to use EMP but as in
QVF the EMP is programmed to accommodate the printer if a jurisdiction has one connected to the EMP
computer.

FPCA - Federal Post Card Application — An application available at www.fvap.gov for Military and
Overseas Voters to use to register to vote and/or request an absentee ballot. See the Military and
Overseas Voters Manual for full details.

Permanent Absent Voter List — A list voters may request to be placed on to automatically receive
absentee ballot applications for every election. See the Clerk Accreditation Manual for full details.

Region Type — A jurisdiction, county, or a generic (or unspecified) grouping of districts, other than
counties or jurisdictions that conduct elections. Examples would be "School Districts," "Villages,"
“Community Colleges" etc.

Street Index — The listing of streets in QVF that identify a jurisdictions district boundaries.



http://www.fvap.gov/
http://www.mi.gov/documents/sos/Military_overseas_manual_396041_7.pdf
http://www.mi.gov/documents/sos/Military_overseas_manual_396041_7.pdf
http://w3.mi.gov/documents/sos/VI_Michigans_Absentee_Voting_Process_265992_7.pdf
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