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The Electronic Pollbook User Manual is structured to be a comprehensive manual that covers the duties of all
election officials using the EPB software. Pages 17-37 are designed to be used by election inspectors in the
precinct while pages 38-39 are designed for receiving boards. The remaining pages are focused on the
preparation of the EPB software and post-election day responsibilities.
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INTRODUCTION TO THE ELECTRONIC POLLBOOK

The Bureau of Elections developed computer software that can be used in the polling place on election day to
process voters and generate precinct reports. The electronic pollbook (EPB) software is a unique download from
the Qualified Voter File (QVF) software or the Elections Management Portal (EMP) web application that can be
loaded on to a laptop prior to each election. Once the EPB software is loaded on the laptop, the software allows
election inspectors to look up a voter's registration record, confirm their registration is correct, and assign a ballot
to that voter, essentially automating the typical paper process. After the election is complete, the EPB software
will generate reports to complete the official precinct record (paper binder pollbook) and a voter history file that
can be uploaded into the QVF or EMP to update voter history in a matter of minutes.
Key Features
Y Up to date voter registration and absent voter information in the precincts.
The EPB software takes minutes to download from QVF/EMP and install on the EPB laptop, making it
possible to wait until all voter registration information is entered and all absentee ballots have been
issued before creating the file containing the voter registration list.

¥ The ability to locate the voter’s registration record by swiping their driver’s license with a magnetic card reader.
The EPB laptop comes with a magnetic card reader. The magnetic card reader will read the magnetic
stripe on the back of the voter’s Michigan driver’s license. The EPB software takes the license number
and matches it to the voter’s voter registration record and brings it up on the laptop screen for the
election inspector to review.

¥ The ability to assign and record the voter’s ballot immediately upon registration confirmation.
Once the election inspector reviews the voter’s voter registration record in the EPB software, the election
inspector types the voter’s ballot number in and clicks a couple of buttons to assign a ballot to the voter.
Ultimately, once the voter reaches the EPB laptop, the entire process takes only a few moments before
the voter is verified, has a ballot and is directed to a voting booth.

¥ The ability to look up voters registered within the jurisdiction but not in the assigned precinct.
If a match is not found for the voter, the EPB software can show the election inspector if the voter is
registered in a different precinct, eliminating the need to call the local Clerk and sending the voter to the
proper precinct quickly and efficiently.

¥¢ Accurate printable reports, including a ballot summary that calculates for the election inspector.
The EPB software keeps track of the List of Voters, including crossing out spoiled ballot numbers and
labeling them as spoiled ballots. In addition, the Ballot Summary is designed to complete the math for
the election inspector after they type in the numbers the EPB software cannot track.

% Quick and accurate voter history entry.
Coming full circle, after the election is over the EPB software saves a voter history file that is taken back
to the QVF/EMP software. With a few clicks of the mouse, voter history for a precinct is uploaded in
minutes. The entire EPB software process takes information from the QVF/EMP software and then puts
it back into the QVF/EMP software.

Important Considerations

When reviewing this comprehensive EPB manual, it's important to pay close attention to the setup of the
encrypted flash drive and how the Privacy Zone works. The encrypted flash drive and Privacy Zone are key to
maintaining a secure system. Passwords should never be kept with flash drives. The encrypted flash drive is
used to transfer files back and forth between the QVF or EMP computer and the EPB laptop. Those files must
be saved in the Privacy Zone to keep voter data secure. The Privacy Zone is password protected by a password
chosen by the jurisdiction.

In addition to the security features of the encrypted flash drive and Privacy Zone, it is also important to
understand when to delete files. All EPB files should be deleted seven days after the final canvas. This keeps
voter data secure and prevents the wrong files from being used in future elections. Most importantly, practice!
Walking through the manual well before every election will ensure you understand all of the features of the EPB
software and will prepare you for successful implementation come election day. Just remember it is important to
delete all practice files too!
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GETTING STARTED

The Bureau of Elections Electronic Pollbook (EPB) program provides each precinct with a laptop computer, an
encrypted flash drive, a mouse, a magnetic card reader, and a case. The encrypted flash drive requires an initial
setup prior to its first use. In addition, antivirus software and printer driver software (if applicable) need to be
installed and updated well in advance of the first election. Take time to perform these steps prior to installing
EPB software.

LAPTOP — ELECTION DAY PREPARATION

These items should be reviewed well before election day. Most are one time installations but can be time
consuming. Please ensure you have completed the tasks prior to installing the EPB software. Do not network
the laptop at any time.

1. Wiréﬁ" Qs internet access — The laptop may be connected to the internet up until the antivirus software has
been updated for election day. To access the wireless network on the laptop, locate the button with the
wireless icon on the keyboard. Make sure the button is blue. If it is orange, the wireless connectivity is
disabled. The wireless connectivity must be off (or orange) on election day.

2. Antivirus software - Load antivirus software (any commercially available antivirus product is acceptable) on
each EPB laptop and update regularly. The antivirus software must be run at least once within a week of an
election on the laptop and flash drive. However, the closer it is run to election day, the better. Keep in mind,
antivirus software is updated frequently. If the laptop has been in storage for a long time, it may be quicker
to uninstall the antivirus and reinstall versus loading updates.

3. Printer driver software - If reports will be printed from the EPB laptop, select any standard printer and
install its printer driver software on the laptop prior to election day. Some laptops do not have CD drives so
the software will have to be installed through the wireless internet connection or by saving the software to a
flash drive. The printer will come with instructions on how to install printer driver software. Print a test
document from the laptop to ensure the software was installed properly.

4. Windows updates — The Windows 7 software is also updated on a regular basis. Budget time to run the
update downloads prior to election day. To find updates, click on the Windows Start button, click All
Programs, click Windows Update, and click Check for Updates.

5. Batteries - Laptops should be fully charged prior to use on election day.

ENCRYPTED FLASH DRIVE SETUP — DEFINING THE PRIVACY ZONE

The Privacy Zone needs to be setup when the encrypted flash drive comes out of the package. It will remain
setup after following the steps below. This process does not need to be completed for every election. If this
process has already been completed, skip to page 6.

]
o

€ >} ? /.7 ) Search Folders E'
Encrypted Flash Drive ¢ Adéress [ £\ e

Mame Size  Type Date Modified
File and Folder Tasks A "ProQuickGuide.pdf 3,956 KB Adobe Acrob... 4/15/2010 3:08 PM
J M e l"\"‘SﬂfE 100.exe 1,688 KB Application 3/16/2010 5:28 FM

. . %] Publish this folder to the
1. Using the QVF/EMP computer, insert the e
encrypted flash drive into a USB port. After a

[ Share this folder

short delay, the screen to the right will pop-up. Other Places 2
j My Computer
2. Save or print a copy of the ProQuickGuide.pdf — e
for future use. A copy can be found at =
www.michigan.gov/elections as well. Never Details v
delete the VSafel00.exe file from the flash
drive- 2 objects 5.51MB "4 My Computer
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3. Opening the V-Safe100 Encryption Software
1. Double Click V-Safe100.exe

Select “Don’t show this message next time” on the Language Selector box

Click OK

Click OK to move on to Privacy Zone setup

2.
3.
4.

1, /[ryey

Welcome to V-Safe 100!
Please select language below and click "0

|Engtish (U S)

4. Setting the Privacy Zone

Welcome to V-Safe 100. Currently vou have
no Privacy Zene. To create it, you will need
to provide a password and to define the
Privacy Zone size. Click 'OK’ to continue.

Electronic Pollbook Manual WIN7
Michigan Bureau of Elections
Rev. 6/2016

Creating a Privacy Zone secures

all data on the flash drive. The

Privacy Zone makes the flash drive

Drag slide
down

only accessible to those that know
the password. Keep the password
in a safe place and ensure itis a
strong password. A strong
password contains a combination
of at least eight upper and lower
case characters with at least one
number or symbol.

To et the size of your secured Privacy Zone, please
enter a password, select the size you need using the
slider on the right, and click "OK.

Password:

Cm_ﬁ_rmPaggw.‘ }nnn“nn

EIETTTETTEEE

To set the Privacy Zone:

sSSated i EanmatWaniing

)

btore 'n’ Go Size:  3820MB

Hrivacy Zone Size: 4MB

1. Enter a strong password

2. Re-enter the password

3. Pull the slide down to
maximum privacy zone

Formatting the disk will erase all data
s Am the Store 'n’ Go. To format the
N disk, click 'OK". To quit, click

4. Click OK
5. Click OK
6. Click OK

Important note: passwords will be case sensitive.
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5. Ensuring the Privacy Zone has been set —look for the word privacy versus public

Every time the flash drive is unplugged from a computer, the flash drive will be logged out of the Privacy Zone for
security reasons. When the flash drive is plugged back into a USB port, you will have to login again to access
the files. This ensures the security of voter information stored on the flash drive. If V-Safe100.exe is listed,
simply double click on that file and login with the strong password.

-
=2
: 3,
: 0
- ff Search Folders El'
) ? ) search |~ Folders El © = g =
S o 7/ = address | E:\
: Address |5 E:\ D Gu Name
File and Folder Tasks & \/ "
Folders x MName Size  Type Date Modified Ty ssferooene
(@ Desktop JALogout Privacy Zane 2KB Shortcut  12/15/20118:40 AM bl i
..’—J My Documents *

=] j My Computer
% (C:) Local Disk
s (D:) DVD-RAM Drive

“ (E:) PrivacyZone M———

§ Myc
\.J [

Sze  Type
1,688KB Appication

.
N

& ﬂ Go
Date Modfied
3/16/2010 5:28 PM

G’ Control Panel Details
‘J My Network Places
2 i (E) PublicZone
2l Recyde Bin Removable Disk
o] B A i |l B File System: FAT
1 objects 1.01KB of My Computer o F DS e e
1 oijects

& ViSafed 00 ogin

6. Changing Settings

The V-Safe 100 Program offers the ability
to reformat the drive (delete all files),
reset the privacy area, change the
password, and add shortcut and
confirmation options in the settings.
Selecting “Create Shortcut on Desktop”
will create an icon on your PC and laptop
desktop. The shortcut can be helpful to
election inspectors having difficulty
finding the drive on election day.

I” Create Shortcut in Quick Launch bar
I Create Shortcut on Desktop

¥ No login confirmation

¥ No logout confirmation

|Engtish (U.5) ~|
Welcome to V-Safe 100!

Description:

p—

.. _. Change Password
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ELECTRONIC POLLBOOK SOFTWARE — QVF/EMP 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 (either by your County
Clerk or yourself (see Chapter 3 of the QVF Manual)), especially if using combined precincts, temporary
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.

ile View Reports SysAdmin Elections Data Maint. Window Help

€ Michigan Qualified Voter File ‘

Voter Search by Voter ID Ctrl+S
Voter Search by Mame Ctri+MN
Recent Records Viewed 3
To set ballot style aliases, login Voter Registration F2
to QVF and: QVF Inbox B
Elections F4
1. Click File Voting History Fo
2_ ClICk Options Equipment Inventory F7
3. Select “Print ballot style AU Scan Fe
aliases rather than ballot style SR
names” by clicking the box Petitions Search
4 Click OK Petitions Consolidator ,@GK x Cancel | ? Help |

Electrenic Poll Book
Mass AV Applications

[~ Default registration date to the last registration date issued

¥ Automatically save/restors card and notice print settings

GEMS Export
Unity Export [~ Coordinate ballot numbering from different screens
o } [ Print clerk name on cards/notices
Options
. Print clerk title on AW Aj
Print Setup - on pps
[~ Print aternative Mast 4 format
Exit

[w Display/print ballot style aliases rather than ml@

Display elections held on or after |01M1!2000

Designated single-label printer: I (HOME)

Lef L

Default Label Size: [ Small- 3 across
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DOWNLOADING THE EPB SOFTWARE

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.

. . fonell 24T 3 —i
To login to the Privacy rar : : GCI'E
. : File Edit View Favorites Tools Help :,
Zone, insert the encrypted : ‘
flash drive into a USB port | © @ Psexr [7rokes [T
and: : Address |% E:\ D Go
& Mame Size | Type Date Modifi
1. Double click V- Fle androkiegl Application
Safel00.exe e =aen ks P Wlv-ssfe1on.exe 1,688KB Applicaton  3/16/2010 5
@ Publish this folder to
the Web
&2 share this folder o0VSated 00 llogin) m‘
2. Enter strong password -
Other Places * Password: ®
- g My CDmDUter et‘t“t‘t“tt st“:'w;l.hé
3. CI|Ck OK ﬂ My Documents
&g My Network Places i 3
E? £ - [B]x]
4. nght click anyWhere in PR . File Edit View Favorites Tools Help 1','
the window and select E:) Publiczd : -
New. glen}-mv“ame O J J L@ 7 ) Search ‘[{2‘ Folders '
File System: B _—
. ! | Address |%* E:\ D Go
obDje
- Folders x MName Size  Type Date Modifiec
5. Click Folder (& Desktop | Shortut
%1' :: EE:DTJ:F g‘Logout Privacy Zone 2KB Shortout 2/21/2012 4.,
e (C:) Local Disk View 3
6. Name the folder by typing in ~2 (0:) DVD-RAM Drive -
the box and hitting Enter S o — ey ey '
i e @ control Panel Refresh
Using the date of the election & My Network Places
for the folder name will - # Recyde an Q@ -
. . . . . [ 118 [
identify the files if there is e undobelete  Culsz
obje

ever a question in the future.

Properties

7. Click on the red X to close

the window
5 E ﬂ@i
Alternate Method for Multi-Precinct : Fle Edt View Favorites Tooks Help Ll
Jurisdictions O Q¥ POsean ‘qi Folders | [337]~
Save time! Open the Privacy Zone 2 [B E R
following Steps 1-3 above and then it e e Date Mok
create the [ElectionDate] folder on the [[Dr_efﬁ’:pmmmem 2
desktop by = :} My Computer File Folder 2/21f2012 4.,
% (C:) Local Disk Shortaut
& ([D: rive
1' nght CIiCk anyWhere on the ;: ((E:})E:S:YZT”Z g‘LogoutPrivacy Zone 2KB Shortout 2212012 4.,
de_sktop (2 E'n?:r:::zm
2. Click New \3 My Network Places =
3. Click Folder Rl B gl 0 1 5]
4. Name the folder — Using the 1 objects selected 3 My Computer
date of the election for the
folder name will identify the
files if there is ever a question
in the future.
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CREATE EPB SOFTWARE

The QVF software and the Elections Management Portal (EMP) web application can create 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. Both methods of download are laid out below. Follow the instructions for the application
(QVF/QVF Lite or EMP) your jurisdiction has access to below. EMP Users: Skip to page 11 now.

To create the EPB software in QVF/QVF Lite, login to QVF and:

Click File

Click Electronic Poll Book

Choose the Election by clicking on the « button and selecting from the list
Select Poll Book under Export Type

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

agpLONE

AMichie iffed Votergdhile |:”E”X|

Recent Records Viewed =
Voter Registration [ hichiean Gualified Voternkbile o Elestronic Bresincilasty/ ol IEook]| =]
QVF Inbox m File view Reports Sys Admin Elections Data Maint. Window Help
Elections Electronic Precinct List / Poll Book }
Equipment Inventory
Petitions (obsolete) |!.* Close
Petitions Search
Datitinae Cansolidatnr Export Voter Data | mport Voting History |
Elerironic Pell Book
il .h Yot
- Region
Uriity Expart =
_— | HURISDICTION] =| [Paw Paw TowNSHP (83000) |
Options
Print Setup
Election |U2f2&f2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP
02/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP

08/02/2011 - AUGUST CONSOLIDATED - PAW PAW TOWNSHIP
WARD P{OS/03/2011 - MAY CONSOLIDATED - DECATUR TOWNSHIP
05/03/2011 - MAY CONSOLIDATED - PAW PAW TOWNSHIP

—111/02/2010 - STATE GENERAL - PAW —
Precinct| Export Voter Data | | rt Woting Hist:
08/03/2010 - STATE PRMARY - PAW F mport Votng History |
00001 105/0412010 - MAY CONSOLIDATED - Py
00002 | 41/93/2008 - NOVEMBER CONSOLIDAT g
00003 Region
Al [puRisDICTION] x| [Paw raw TowNSHP (83000) |
None
Election: | 02/28/2012 - PRESDENTIAL PRIMARY - PAW PAW TOWNSHP |
Export T
3 Selected i
|eARD PRECINCT =] ¢ PrecinctList ( Poll Book Q
Precinct I~ Juris
00001 r Encryption Password:
00002
00003 Select |Strung Passwnrd|
Al
None Export |
3 Selected

Alternate Method for Jurisdictions conducting “Mixed” Elections

If you are conducting an election where you are aquiring voters from another jurisdiction, you must contact the
QVF Help Desk to create a special region. Once setup, you'll have to add one more step to your EPB download.
Between steps 2 and 3 above, you'll need to change your Region to “Mixed.” See a. below:

Impert Voting History I

Region
“ [MIXED] | |

Election: IUBIUG!ZM 3- AUGUST CONSOLIDATED - LAWRENCE TOWNSHIP d
Export Typ
‘ [consmiep PrecICT =l L P Tz ‘
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6. Select the precinct type. Combined Precinct is the default, change to the appropriate selection if not using
combined precincts. Note: combined precincts must be setup in the QVF Global Geography module (see
Chapter 3 of the QVF Manual), prior to this download.

7. Click Export

8. Click the + sign next to My Computer and the + sign next to the PrivacyZone on the list and click on the
[ElectionDate] folder created on page 8

9. Click OK — Your export will begin and may take anywhere from one to twenty minutes depending on the size
of your jurisdiction.

10. Click OK

Export Voter Data l Import Voting Histl:lr:,rl

Region
| WURISDICTION] =| |Paw Paw ToOWNSHIP (83000} |
Election: | 02/28/2012 - PRESIDENTIAL PRIMARY - PAWY PAW TOWNSHIP |

9' Export Type
"
|‘“‘RD FRECINCT i ¢ PrecinctList ¢ Poll Book

WARD PRECINCT ] :
WILLAGE PRECINCT
SCHOOL PRECINCT Encryption Password:
I
00003 M Select |Strong Password Select a folder
All
] i Q|
+ .D My Documents =
= 'Y My Computer [ Mchigan - ﬂ
+ e (C:) Local Disk
R () Export Complete

+ 4 (D:) DVD-RAM Drive
%= (E:) PrivacyZone
I ElectionDate
+ W My Network Places

0 ok || cancel

Alternate Method for Multi-Precinct Jurisdictions

Browse for the [ElectionDate] folder saved on the desktop for step 8 above. After step 10 is completed,
move the [ElectionDate] folder to the encrypted flash drive:

Right click on the [ElectionDate] folder saved to the desktop

Click Copy

Go to the Privacy Zone window (which should be open, if not follow steps 1-3 on page 6)

Right click and click on Paste

Click on the red X to close the window

Repeat these steps for each encrypted flash drive. Be sure to login to the Privacy Zone of each
one.

gk wnE

Be sure to delete the [ElectionDate] folder and empty the Recycle Bin after copying is complete. See page
35 — QVF PC for full instruction.
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QVF Users: Skip to page 13 now.
To create the EPB software in EMP, login to EMP and:

1. Click E-Pollbook

2. 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)

3. Choose the Election Date

4. 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

Voter Search . Welcome, VANDERROESTV | Cloned as: FVBI
——————————————————————— Elections Management Portal

Inbox: 1 | My Pro

| Export Data for Electronic Poll Book || Import Vating History from Electronic Poll Book

Request an E-Pollbook

5 (éO\;Vmoagt- b 4o Ast el Region Type: [JURISDICTION
. nter a g I‘OI’]gt .aSS\;vlor ; \ Sh{'Oﬂg Region Name: [MAPLE GROVE TOWNSHIP (50960)
passwora contains at least elg Election Date: 3
upper and lower case characters I Precinct Type:

with at least one number or symbol
6. Click Export

Encryption Password: |Str0nngd2D13 a |

.S

Download 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. Occasionally refresh the screen or click back and forth
between the export and import tabs.

Once the download is
| Export Data for Electronic Poll Book | Import Voting History from Electronic Poll Book available:
Request an E-Pollbook .
1. Select the Election Date
Region Type: |[JURISDICTION v 2. C'!Ck Download
Region Name: |I'\MF‘LE GROVE TOWNSHIP (50960) v| 2 g’“fk :[[hse arrow next to Save
. elect save as
Election Date: |11/05/2013 «
Precinct Type: [WARD PRECINCT v|
Encryption Password: |O\.-’FSecure[]B ‘
Download Available E-Pollbooks
% Download
Election D Election Description Region Name Creation Date Request Status
11/5/2013 ﬂh()\.l’El\p"lE‘.ER CONSOLIDATED MAPLE GROVE TOWNSHIP D6/25/2013 Complete
Do you want to run or save NOVEMBER_CONSOLIDATED_MAPLE_GROVE_TOWNSHIF. zip (8569 MB) from staging.sos.state.mi.us?
Run Save il Cancel

Save
| Save as

Save and run
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5. Make sure the Privacy
Zone is selected

6. Double click the
[ElectionDate] folder

7. Click Save

The EPB Software has

now been saved and may be
taken to the EPB laptop for
installation.

Electronic Pollbook Manual WIN7
Michigan Bureau of Elections

Rev. 6/2016
S S—
m—
& Save As [
2|
Organize v New folder SR 4 @
@ Documents . MName . Date modified Type
o Music e - —
& Pict  ElectionDate 2/4/2013 2:29 PM File folder
ictures .
E Videos E‘ Logout P”v[ Type: File folder i
s ™
& sove s s A YRR PR L, W
*d Homegroup = = =
v‘ .. » Computer » PrivacyZone (D:) » ElectionDate - ‘ &,| | Search ElectionDate 2 ‘
1% Computer Organize = Mew folder = - @
ﬁ Local Disk (C:) @ Documents - Name - Date modified Type
e_ PrivacyZone (D:) J’ Musi
—, HP_RECOVERY (E uste | ) NOVEMBER_CONSOLIDATED MAPLE GR.. 4/17/20159:25AM  Compressed (zipp...
i [&] Pictures
a HP_TOOLS (F) o — i Videos |

Save as type:

~ Hide Folders

Application

& Homegroup

18 Computer
& Local Disk (C:)

e PrivacyZone (D)

s HP_RECOVERY (f

ca HP_TOOLS (F3) o

1

File name: MOVEMBER_CONSOLIDATED_MAPLE_GROVE_TOWMNSHIP -

Save as type: [Applicatim\

= Hide Folders

Save

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_TOWMSHIP.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-Pollbook
pending creation identical to the one
you are attempting to downloading.

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

| \Download| | Done
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EPB SOFTWARE — LAPTOP INSTALLATION & PRE ELECTION DAY SETUP

Now that the EPB software has been loaded on the encrypted flash drive, it's ready for installation on the laptop
that will be used in the precinct.

SOFTWARE INSTALLATION

Turn the laptop on. Once the laptop has booted up, insert the encrypted flash drive into a USB port.

Login to the encrypted flash drive’s Privacy Zone.
The encrypted flash drive is a vital component of the EPB software program. The encrypted flash drive is a
password protected file storage device. It keeps voter data protected, the backup file stored, and saves all of the
work done on election day for the Clerk to use to update voter history and create precinct reports. When saving

files, make sure the Privacy Zone is open and those files are being saved to the encrypted flash drive.

- AutoPlay

= e e

~ PublicZone (F)
-

General opticns

0 using W

ndows Explorer

Open folder to view files

View more AutoPlay options in

To log into the Privacy
Zone, insert the encrypted
flash drive into a USB port

and:

1.

The AutoPlay window
will pop up after the
flash drive has been
inserted into the USB
port. Double click on
Open folder to view files.
Double click on V-
Safel00.

Enter your password.
Click OK.

1M Computer
&, Local Disk (C)
—a RECOVERY (D:)
= PublicZone (F:)

1 item

= | ]|
I'\J”\H/l |- + Compu.. » PublicZone () - |‘¢| Search PublicZone (F;, PI
Organize « Share with - Burn Mew folder =~ [ i@l
v Favorites MName Date modified Type Size
Bl Desktop e" V-5afel00 3/16/2010 6:28 PM  Application 1,688 KB
4 Downloads
= Recent Places
. L i V-Safe 100 Login
7 Libraries
3 Documents P
Password:
J”- Music .~ ('.:ﬁ
EI Pictures 3 PEFTE—— bt
B Videos

1

NOTE: If the wrong password is entered more than five times in a row, the data will be wiped.
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Run the setup file.
Once logged into the PrivacyZone, the
— next step is to install the EPB software

= |
= e e D s on the EPB laptop.
L Com » PrvacyZone (— » = | 4y i Py 2
Ooaion: s ilinanwith 2 i e Hiowisiies S To install the EPB software:
Ts:ﬁ:ﬂh i e 1. Double click on [ElectionDate]
4 Recent Places 0. G MILERA S T R e _ l folder to open.
e - ¥ 2. Double click on setup to run the
i Libarses = Easss|  setup file. EMP Users: Click on
:- Deocuments r—g - % Privacy.. » ElochonDals + = e Eect z" o the f||e listed with the month of the
it : = election, ex
~ iy | Opmize+  Swewdhs  Bam  Mewlold ~- 4 @ | "MAY_CONSOLIDATED...” shown
o B Downlosds  *  faane ' Cwemedted  1ee || inimage a below first and then
M Computer B R Pl D epb perform this step (if a window
&L Locsl Disk (c) i e;lm..p 1212011 1106 AM - Appcd to purchase WinZip
A T Tale]
i FECER R . Seu - e Pt ook JR pops up, see the

i |

#| Documents

= Frn.'a.::llrnr.f iF]

Helpful Hint on page

15 Seup - Diestironic Poll Book e
Setp Ao rmady b b Pt Blectors: Pl ook o pour comprter L 44)
Voum cortipration iy
Ham's a0 riomaton moul {
Floaan chocan o ooy | Chim el b it wits o b
Traciral Iratslagsn '

" |
Plesae review B corf [T corfguraton wll rsteld e

oo Qi e

e 1 3. Click on Next (the default
Traditional installation should
e rm always be used)
— - 4. Click on Next
Completing the Electronic Poll | 5. Click on Next
Bonk-sEiup W | 6. Click on Install. If a warning screen

Sl it s s WA Bk pops up and requests you to

el ' confirm installation, it is ok to

Rl FY b o Tk proceed and click yes.

7. Click on Finish — This will place the
Electronic Poll Book icon on your
desktop

8. Close the Privacy Zone window
(seen in this example at step 2) by
clicking the red “X.”

0 Additional step if downloaded from EMP:

-~

Mame Date modified Type Size

i) MAY_CONSOLIDATED_POINTE_AUX BA... 4/17/20159:25 AM  Compressed (zipp... 1,597 KB
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PREPARING THE SOFTWARE FOR ELECTION DAY USE

A few brief steps can be performed in the EPB software prior to election day to assist election inspectors and
minimize their tasks.

Select the precinct the laptop will represent.
If there are multiple precincts within your jurisdiction, the precinct the laptop will be used in needs to be selected
in the EPB software.

P

To select the Precinct: 7k
Electronic
Poll Book

1. Double click the Logn
Electronic Poll Book icon
on the desktop I _ ] cryption password selected when
1 this software was setup.
2. Enter the Encryption Encryption Passwor Enter

Password and click

Enter.
Please enter a username and password to login:
3. Enter the User Name and 2 User Name: DMIN
User Password (ADMIN) User Password: == Enter |
and click Enter. r e & G ——
Mote: This application shuts down automatically after four unsu Soed [n"erp'e(md@--:_ —— .:.-_._ — S - g
Note: Password is all Shutdown Iease select new Inner Precinct(s):
caps.

4. Select the Inner Precinct the
laptop will represent from the
list.

5. If AV’s are processed in the

precinct, check the Allow the Edit Reports SysAdmin Hel| Allow the recording of absentee ballots. 1 selected
recording of absentee ballots Un-Esmied Defective Ballct= £3 X Cancel
bOX Remarks F4
) Save History
6. Click OK gackie
Restore
Options |
. Print 59"% Electionic Poll Bock Options T B = &r
Manage Options Logout _ . _ .
To manage options, select File and then £ Designated single-label printer. [ [ Sl
Options from the EPB menu. The most Label Size: [Dymo Standard (30252) 1.125h x 3.5w  ~|
. ]
Commonly used options are set as defaults. [~ Print a label each time a voter is marked voted.
a. Auto Advance — This option tells the software to Q :
auto fill the ballot number box with the next ballot || Auto Advance: es, using ballot styles -
number. Changing this to no, will require election Lockout: @y Ballot Style -~
inspectors to enter the ballot number with each

transaction. Allow the recording of absentee ballots.

. . . Confirm issued and recorded ballots
b. Lockout — This option is used to prevent the

issuance of a single ballot number for each ballot style t [ R OK I % Cancel
multiple voters.

c. Allow the recording of absentee ballots — Check this box if absentee ballots will be processed in the
precinct(s) on Election Day.

d. Confirm issued and recorded ballots — Check this box to have a confirmation screen pop up after issuing
each ballot.
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User Setup
User setup in the EPB is an important security step. The main EPB user or precinct chairperson should be setup

as an Admin User. All other election inspectors that will use the EPB should be setup as Active users. Setting
up a unique username and password for each EPB user will allow tracking of use on election day. The default
username (ADMIN) should not be used by election inspectors. Note: passwords are case sensitive.

To add a user:

Admin | Help 1. Click Sys Admin
Change My Password 2. Click User Administration
UserAdministrﬁion 3. Click New
Cho e — l==3w]] 4. Enter a User Name (must be at Ie_ast 5
characters long and cannot contain any spaces
Use this screen to add a user, delete a user, edita [+ Close | —no longer has to be all caps) and a strong
user, and reset a user's password. password.
username Admin[Active |userid S. Sglect user type .
N ADMIN True |True y 6. C“tCk OK, Repeat Steps 3-6 until all users are
setup
|

| 7. Click Close

N
Add/Edit User o — =

User Name: g JOHNSMITH

New | Delete | Password:  |StrongPwd2012]
— | I~ Admin User F Active
.
User Administration ﬂ
l EZ oK X Cancel |
Use this screen to add a user, delete a user, edit a GE Close |
user, and reset a user's password.
username |Admin|Aclive|userid | o
ADMIN True True
B JOHNSMITH _ '
t
User Administration ﬂ‘ E Delete | B’ Edit |
———— = —
Use this screen to add a user, delete a user, edit a [lr Close |
user, and reset a user's password.
username |Admin|Acﬁve|userid | oy
_|ADMIN True True
B JOHNSMITH _ | Editing or deleting a user: users may be deleted or edited
i

by highlighting the name and clicking either Delete or Edit.
The User Name, Password and user type can all be changed
in the User Administration Edit screen. If deleting, a
confirmation screen will pop up to confirm the deletion.

m

At this point, the EPB software can be closed and the laptop shut down and packed for election day. The
encrypted flash drive must be included with the laptop in the appropriate case.
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ELECTION DAY — ELECTION INSPECTOR’S GUIDE

PREPARING THE EPB FOR OPENING THE PoOLLS

Pull the laptop out of the case, plug it into a surge protector and plug the surge protector into the wall. There are
two pieces to the power cord. Keep the power cord plugged in throughout the day to maintain a 100% charged
battery in case of a power failure. Also, plug the magnetic card reader and mouse into USB ports. Then turn the
laptop on. Once the laptop has booted up, insert the encrypted flash drive into a USB port.

Login to the encrypted flash drive’s Privacy Zone.
The encrypted flash drive is a vital component of the EPB software program. The encrypted flash drive is a
password protected file storage device. It keeps voter data protected, the backup file stored, and saves all of the
work you have done on election day for the Clerk to use to update voter history and create precinct reports.
When saving files, make sure the Privacy Zone is open and those files are being saved to the encrypted flash
drive. Refer to this page throughout the day if unsure if the Privacy Zone is open or not.

= AutoPlay

~ PublicZone (F)
-

General opticns
Open folder to view files

a using Windows Explorer

View more AutoPlay options in

To log into the Privacy Zone,
insert the encrypted flash
drive into a USB port and:

1. The AutoPlay window
will pop up after the
flash drive has been
inserted into the USB
port. Double click on
Open folder to view files.

2. Double click on V-

Safel00.
3. Enter your password.
4. Click OK.

— ﬂh
| B |
-u--u- |- » Compu... » PublicZone (F:) - |‘f| Search PublicZone (F:) p'
Organize « Share with « Burn New folder = o~ O i@l
- Eavorites s MName Date modified Type Size
=l
B Desktop el‘" V-5afel00 3/16/2010 6:28 PM Application 1,688 KB
& Downloads
15 Recent Places
A w1 V-5afe 100 Login
wa Libraries
3 Documents =
,J". N Password: m
EI pictures 3 EEEEEE R LR R X R m’-&
B Videos

1M Computer
&, Local Disk (C3)
= RECOVERY (D:)
= PublicZone (F:)

1 item

-
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Ensuring the Privacy Zone has been set —look for the word privacy versus public

Every time the encrypted flash drive is unplugged from a computer, the flash drive will be logged out of the
Privacy Zone for security reasons. When the flash drive is plugged back into a USB port, you will have to login
again to access the Privacy Zone. This ensures the security of voter information stored on the flash drive. If V-
Safel100.exe is listed, simply double click on that file and login with the strong password.

0 o+ Computer ¢ PublicZone ()

| Organze~> g Open  Snamwahv  Bum Newfolder

F Fovoites Marre Type
Bl Desitop | ElectionDate
|8 Downloads (5l Logewt Privacy Zore Shorteu

2l Recent Places

4 Librasies
| Documents
o' Music
) Pictures.
B videos

@ @
% Computer \_/ \\_‘/

& Local Disk (C)

s RECOVERY (Dx)

= PrivacyZone (F:)
M BlectionDate

N Network

ElectionDate Date moddfied: 12/21/2011 5001 AM

Fille folder

Orgenize v Sharewith > Bum  Newfolder =~

Xk Feiridisn Hame
B Deskiop Wl v-setelon
& Dewnloads

4 Recent Places

4 Librasies
¥ Documents
o Music
k=) Pictures

B videos

M Computer ]
&L vocsl Disk (C) \//
s RECOVERY (D) \ v
s PublicZone [F] n /

¥ Network

1item

Starting and logging in to the EPB software

Once the encrypted flash drive has been plugged in and the Privacy Zone is opened, the EPB software can be

opened.
To login to the EPB software:
1. Double click on the Electronic
Poll Book icon in the upper left

corner of the desktop

2. Enter Encryption Password and
click Enter

3. Enter User Name and User
Password and click Enter

Please enter the encryption password selected when

1 this software was setup:
Encryption Passwore*“““m“ Enter |

Please enter a username and password to login:

2 User Name: OHNSMITH

User Password: | Enter |
MNote: This application shuts down automatically after four unsuccessful login attempts.

Shutdown |

Page 18 of 49




Perform the first EPB Backup

The encrypted flash drive must stay plugged into the laptop all day. Throughout the day a Backup will be
performed to save voters that have been processed. This ensures the data will not be lost if there is a hardware

failure. Pay attention to your laptop’s settings when performing the initial Backup. Which letter your encrypted
flash drive is labeled is dependent on the laptop being used (see #4).

1m Edit Reports Sys Admin Hel|

Un-issued Defective Ballots F3

Remarks F4
Save History
To Backup the EPB: 20
Restorel"\’
1.Click File Options RacP B
Print &
rint Setup u:_ Close
Logout
) Exit This feature allows you to backup your Electronic Precinct List /
2.Click Backup Poll Book data into a separate backup file, preferably stored on
REMOVABLE MEDIA, such as a USB drive ora CD. You
- should do this from time to time so you will have an up-to-date
{ backup that can be restored in the unfortunate event that you
3.Click this button —_1| at the end of the path field should experience a catastrophic failure with your computer
that results in a total loss of data.
53 Select a backup image file Iéj Backup File:
@'\_/)'l— » Computer » PrivacyZone () » - |&,| Search PrivacyZone (F:) ol d:\epb.pbk
Organize + New folder EE E@l
4 3 Documents i Name : Date modified Type
B | ElectionDate 1A720121205PM  File folder
Videos
5} Select a backup image file @
48 Computer < c P = = ElectionD: - |+ SnemEn B | .
e T O[3 » computes + Privacyzone ) » BecionDate 2 EXE £ 4.Select the drive that says
» =a RECOVERY (D) Organize « MNew folder = (7]

> e PrivacyZone (F:) %l Recent Places  *  Name

> Gi_i Metwork

i Libraries
1 3 Documents
rJ“. Music
=) eob [ Pictures
Save as type: |Electronic Poll B Videos E

= Hide Folders 1% Computer
&, Local Disk (T)
s PrivacyZone (F)

—a RECOVERY (R:)

- 4 [ .

File name: epb

Mo items match your search,

PrivacyZone. It could be D,
E, or F depending on the
laptop. This is the drive that
should be used to save files
throughout the day and after
the polls close. Future
backups should remember
the drive you select in this
step.

Date modified

5. Double click the

Save as type: | Electronic Poll Book Backup Image File (*.pbk)

[ElectionDate] folder

= Hide Folders

6 6. Click Save

7. Click Backup

8. After a few seconds, the Backup finished
successfully screen will pop up. Click OK.

The laptop and EPB software are now ready for
voters!

Page

Backup

[
[+ Close

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

Backup File:

F-\ElectionDate\epb_pbk

QVF Electronic Pall Book

Backup finished successfully.
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Election Day — Processing Voters

Overview
The EPB main screen is divided into three sections. Take a moment to become familiar with the various parts of
the screen. Make sure the top line lists the correct election and precinct number.

QVF Electronic Pollbook = 3
File Edit Reports SysAdmin Help
Election: 2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP Precinct: 00001

Q Voter Search 0 Voter Details Q List of Voters

# Assigned To Ballot
DLN/Name: [MCQ Search Name:  MCQVF, ALEXANDER JON DOB: 121111928 _

This FrECinCﬂOther | Uniisted | Address: 313 PINE ST Precinct: 00001
These voters are located within the selected inner precinct: PAW PAW MI 49079 Ballot Style: 00001
7 T ~ Gender: M
oter Name =
: P Reg. Date: 7/29/2010
y Mcqvi, Alexander Jon 12/11/1928 Polling o | Tame | g i
Location:  PAW PAW TOWNSHIP HAL Eff. Reg. Date: 8/28/2010
? Mcaqwvf, Barbara Elise 2/8/1942 114 N. GREMPS ST.
Mcqwvf, Caitlin Lindsey 6/1/1985 PAW PAW MI 49079 Geography
Mcavf, Daniel Richard 6/20/1958
? Mcavf, Faith Lynn 5111918 If you need to perform an action for this voter, such as issuing or
Meqvi, George Andrew 112211858 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? Mcavf, Harry Ray 9/6/1955 this button:
Mcaqwvf, Jonathan Clark 3/6/1954
? Mcaqvf, Justin Andrew 8/11/1961
Mcqvf, Kathryn Lauren 9/15/1990 Lock th is voter re cord
Mcavf, Martha Carol 1/51931
Mcavf, Matthew David 4/1511976
? Mcqvf, Paul Robert 5/1811987 If you do not LOCK this voter, then you cannot perform any actions for this
Mcqvf, Philip Carter 3/8/1980 voter, and no changes will be recorded for this voler
Mcavf, Ray Ellen 312211957 General Remarks
Mcqvf, Rebecca Sandra 8/10/1935
? Mcqvf, Richard Trent 8/11/1956 Must show ID before voting (Federal Requirement)
Mcavf, Shannon Ann 1/7/1964 VOTING STATUS: Did not vote in precinct.
4 L3
18 matching voters Total =0

JOHMSMITH

a — Voter Search - The Voter Search section of the screen is the precinct list. All voters in your precinct will be
listed under This Precinct tab. In addition, access to the lists of other precincts in the jurisdiction can be found
listed in the Other tab. In certain situations, the Unlisted tab is available to add voters not found in either list.

b — Voter Details — The Voter Details section of the screen shows the voter’s registration information at the top,
including the appropriate Ballot Style that should be issued to the voter. In addition, the Geography button will
provide detailed district information for each voter. The middle of the screen is the action box. Ballots will be
assigned and recorded in that section. The bottom of the screen displays voting status flags. This portion of the
screen is important to verify before issuing a voter a ballot.

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

PROCESSING VOTERS

The EPB software contains the voter list for the precinct, records the ballots issued and creates the List of Voters
for the permanent record of the precinct. With a few clicks, a voter may be verified and assigned a ballot.

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

Assigning a Ballot

The voter must complete an Application to Vote and their photo identification must be verified or the Affidavit of
Voter Not in Possession of Picture Identification must be completed before processing in the EPB software.
Once those steps have been taken, process the voter in the EPB by following these steps:
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4.

5.

Swipe the voter’s driver’s license through the magnetic card reader or type the voter’'s name into the
DLN/Name field, entering the last name first. If typing, select the correct voter and then you must click
on “Lock this voter record,” otherwise skip to Step 2.

Lock this voter record

Verify the voter’s information provided on the Application to Vote is the same as what is in the EPB.

Click Regular ballot

Enter the next available ballot number in the This ballot number will be assigned box (this number will
auto fill after the first number for the ballot style has been entered)

Click OK — the voter’s name will now be added to the List of Voters

h QVF Electronic Pollbock
File Edit Reports Sys Admin  Help

Election:
Voter Search
MC ,".":
{other |

These voters are located within the selected inner pr

2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP

VOTING STATUS: Did

1 matching voters

List of Voters

Assigned To

6111985

00001
00001

fMhe: eMCQVF, CAITLIN LINDSEY
Address: 619 PAW PAW ST

PAW PAW M 40079
Gender: F
Perm | Temp |

PAW PAW TOWNSHIP HAL
114 N GREMPS ST
EANY PAVY M| 49079

Precinct:
Ballot Style:

Reg. Date:

6/1/1993
Eff. Reg. Date: g

| Spail a ballot |

Provisional {emvel .,_‘m aballot
Challenged
You are about to issue a Regular Ballot to:

Mcawf, Caitlin Lindsey 6171985

‘Iooouoom 5|

X Unlack this voter withdl | This ballot number will be assigned:

aﬁ 0K | X Cancel

L

Verify the ballot was issued — The main screen will return after the ballot is assigned. There are three places
(seen below) to verify the ballot was processed in the EPB software. Be sure to complete the Election Inspector
Completes portion of the Application to Vote and provide the voter a ballot in a secrecy sleeve. These duties
may be divided amongst election inspectors. The voter will then go to a voting booth to vote their ballot and

return the ballot to the tabulator.

QVF Electronic Pollbook = )
File Edit Reports SysAdmin Help
Election: 2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP Precinct: 00001
Voter Search Voter Details List of Voters
Assigned To Ballot -
DLN/Name: |MCQ Search Name:  MCQVF, CAITLIN LINDSEY DOB: 61111985 e i, T
This FTECi“Ct‘Other ‘Unhsted I Address: 619 PAW PAW ST Precinct: 00001
These voters are located within the selected inner precinct: PAW PAW MI 49079 Ballot Style: 00001
T Ran Gender: F
oter Name &
" P Reg. Date: 6/1/1993
? Mcqvi, Alexander Jon 1211111928 Polling e | Temp | 9 )
Location:  PAW PAW TOWNSHIP HAL Eff. Reg. Date: 5/31/2003
7 Mcqvf, Barbara Elise 2/8/1942 114 N. GREMPS ST
) 17 REG Mcqyf, Caitlin Lindsey 6/1/1985 PAW PAW MI 49079 Geography |
Mcavf, Daniel Richard 6/20/1958 3
? Meaui, Faith Lynn 51111918 L If you need to perform an action for this voter, such as issuing or
Meaqvi, George Andrew 112211858 |7 || spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? Mcqvf, Harry Ray 9/6/1955 this button:
Mcavf, Jonathan Clark 3/6/1954
? Mcavf, Justin Andrew 8/11/1961
Meavf, Kathryn Lauren 9/15/1990 | Lock th|s Voter re cord
Mcavf, Martha Carol 11511931 L
Mcavf, Matthew David 4/15/1976
? Mcavf, Paul Robert 5/18/1987 Ifyou do not LOCK this voter, then you cannot perform any actions for this
Mcavf, Philip Carter 3/8/1980 voter, and no changes will be recorded for this voter.
Mcqvf, Ray Ellen 32211957 General Remarks
Mcavf, Rebecca Sandra 8/10/1935
? Mcavf, Richard Trent 8/11/1956 'Qegu\ar Ballot [00000001] issued at the precinct.
Meqvf, Shannon Ann 1/7/1964 WOTING STATUS: Voted in precinct using a regular ballot.
4 [l » il
18 matching voters Total =1
FHRENH Backup Overdue!
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This Precinct i
VOTERS WITH STATUS FLAGS lother |unksted]
These voters are located within the selected inner precinct:
v
. r Voter Name DOB &
Sqme vpterg will have status flags that neeq to be addres;ed Wl e 12/11/1928
prior to issuing a ballot. Generally, something happened in Mcayf, Barbara Elise 2/8/1942
the registration process that needs follow-up. For example, a McqVf, Caitlin Lindsey 6/1/1985
signature was I’lOt obtal'ned, thg voter missed checking an Mcavi, Daniel Richard 6/20/1958
answer to the C|t_|zensh|p question, an absentee ballot was ? Mcavf, Faith Lynn 5111/1918 |°
issued, information was obtained that the voter may have Mcaqvf, George Andrew 1/22/1958
moved, etc. ? Mcavf, Harry Ray 9/6/1955
Mcavf, Jonathan Clark 3/6/1954
A voter has a status flag if he or she has a red question mark ? Mcavf, Justin Andrew 811111961 |
next to his or her name. When a red question mark is found, Mecqvf, Kathryn Lauren 9/15/1990
look to the Voter Status window at the bottom of the Voter Mcavf, Martha Carol 11511931
Details screen to determine the issue. Meavf, Matthew David 411511976
? Mcavf, Paul Robert 5/18/1987
Mcqvf, Philip Carter 3/8/1980
Mcavf, Ray Ellen 312211957
Mcavf, Rebecca Sandra 8/10/1935
? Mcqvf, Richard Trent 8/11/1956
Mcavf, Shannon Ann 17711964
Absentee Ballot sent by clerk — -
This voter was sent an absentee ballot. The Absentee Ballot [00000025] sent by clerk--Voter must surrender ballot or

voter must surrender the absentee ballot or
complete the Affidavit of Lost or Destroyed
Absentee Ballot after approval from the Clerk.
Process as a Regular ballot. Place the AV ballot
in the Local Clerk envelope.

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

Voter's status is CH — Age, Citizenship or Residency

submit affidavit.
VOTING STATUS: Did not vote in precinct.

Absentee Ballot sent/received by clerk —

This voter was sent an absentee ballot and

returned it to the Clerk. DO NOT issue this voter

a ballot as they have already voted.

This voter has been formally challenged and must \oter's Status is CHALLENGED: AGE

complete the challenge process before being issued VOTING STATUS. Did notvote in precinct.
Voter's Status is CHALLENGED: CITIZENSHIP
VOTING STATUS: Did not vote in precinct.

a challenged ballot. Seek assistance from the

precinct chairperson to complete this process. The
EPB processing is the same as a regular voter
except Challenged ballot is selected in the Issue a
ballot box. A CHAL will appear next to the voter's
name after processed (see page 23).

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

Must show ID before voting (Federal Requirement) -

Must show ID before voting (Federal Requirement).
VOTING STATUS: Did not vote in precinct.
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This voter must show photo ID or a paycheck,

government check, utility bill, bank statement, or a
government document which lists his or her name

and address (if no photo ID but provides one of
the documents listed above, must sign the
Affidavit of Voter Not in Possession of Photo ID as well) prior to being issued a ballot.



Voter’'s Status is V: Confirm Address or Surrendered License

This voter must verbally confirm the address listed $g$|ﬁ68g§fTiS;ODEdE VFthF‘EDS CQNC'flRM ADDRESS
in the EPB. If the voter does not confirm the e ———

Voter's Status is TO BE VERIFIED: SURRENDERED LICENSE
address, the procedure for voters that have moved VOTING STATUS: Did not vote in precinct
must be taken.

Voter’s Status is V: Confirm Citizenship

\Voter's Status is TO BE VERIFIED: CONFIRM CITIZENSHIP
VOTING STATUS: Did not vote in precinct. . i i
This voter must complete a voter registration card and

mark yes on the citizenship box. If the voter marks no,
DO NOT issue a ballot.

Voter’s Status is V: Sign Registration Card

Voter's Status is TO BE VERIFIED: SIGN REGISTRATION CARD
. i i . X WVOTING STATUS: Did not vote in precinct.
This voter must sSign a voter reglstratlon card prior to

being issued a ballot.

PROCESSING A SPOILED BALLOT

A voter may request a new ballot if needed and a new ballot must be issued, no matter how many times the
voter requests a new one. The voter should write “SPOILED” at the top of their ballot, remove the ballot stub,
and place in the Spoiled Ballot Envelope. The Application to Vote should be changed to note the new ballot
number. In addition, the new ballot must be recorded in the EPB software.

To spoil a ballot:

Pull the voter’s record up in the EPB fosue & balol ] [Other actions
software by typing the voter’s name into Regular ballot ‘
the DLN/Name field, entering the last : : _
name first, select the voter's name, click | @ seoiavalo |
Lock this Voter Record and: Provisional {envelope) ballot |
Challenged ballot | Reject a ballot ‘

1. Click Spoil a ballot Spoil a ballot
2. Click OFI)< — the software will o | Uy VN _ _

automatically enter the ballot X Unlock this voter wi You are about to spoil a ballot for:

number you are Spoiling. | i Mcavf, Caitlin Lindsey 6/1/1985
3. Click OK The number of the ballot to be spoiled is: ’mﬂ
After the ballot is spoiled, the regular X Cancel QUF Electroric Poll Book [

ballot process must be used to issue a
new ballot to the voter.

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

— ——

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

Regular Ballet [00000004] issued at the precinct [Spoiled]
Regular Ballot [00000003] issued at the precinct.
WVOTING STATUS: Voted in precinct using a regular ballot.

List of Voters

# Assigned To Ballot
Mequt, Caitlin Lindsey 50900007

00000003
2 Meawt, Faith Lynn 00000002
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MISSING VOTERS
OTHER TAB

Electronic Pollbook Manual WIN7
Michigan Bureau of Elections
Rev. 6/2016

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

{5 QVF Electronic Pollbook
File Edt Reports Sys Admin

Election: 2/28/2012 - PRESIDENTIAL PRIMARY - PAW |

Help.

Voter Search

DLN | Name: |MCOVF, W " Search |

— This Precinct|Other | Uniisted | [fF} V7 Bectronic Pollbook
These voters are located within the § ¢ 5 Feeorts SyeAdma Help

0 matching voters

UNLISTED

114 N. GREMPS ST.
PAW PAW MI 49079

Voter Name: 21282012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP Precinct: 00001
_‘"’d Vioter Search Voter Details
DLN [ Name: [MCQVF, V] [ Searcn | Name:  MCQVF, VIVIAN ANN DOB: 118197
This Precinct Other.|Unlisted Address: 514096 COUNTY ROAD 665 Precinct: 00003
L —— "‘“db outsideof th secied inner prcincs | | :A"“' PAW MI 49079 Ballot Style: 00001
r ender:
Voter Name DOB .
- Perm | Temg | Reg.Date:  2/2819¢
Moo, VivianAmn 1181973 | e .

» Mcgif, Vivian Ann 181973 Location;  PAW PAW TOWNSHE HAL Eff. Reg. Date: 3/30/19¢

Geograp

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

this button:

Lock this voter record

If you do not LOCK this voler, then you cannot perfarm anv actinns for thi

voler, and no changes will be recorded for this voler Genera‘ REmarkS

VOTING STATUS: Did not vote in precinct

1 matching voters

If a voter is not found under
the This Precinct tab or the
Other tab, the citizen is not registered to vote in the
Qualified Voter File (QVF) for that jurisdiction. The
chairperson, with the assistance of the Clerk,
should determine whether the citizen is eligible to
vote. If it is determined that the citizen is a qualified
voter that should vote in that precinct, they must be
added to the list.

To add a voter to the list:

1. Click the Unlisted tab

2. Click New

3. Enter the voter’s information
4. Click OK

After the voter is added, a ballot number must be
assigned. The Clerk will provide guidance but
usually an unlisted voter will be issued a
Provisional (envelope) ballot (PR-E) or a
Provisional (affidavit) ballot (PR-A). However, on
rare occasions, a Regular or Challenged ballot
may be issued.

=) QVF Electronic Pollbook
File Edit Reports SysAdmin  Help

Election:

Voter Search

DLN | Name: | Search |

This Precinct Otro.lnliated |

These voters were antered manually:

2/28/2012 - PRESIDENTIAL PRIMARY - PAW I

Voter Name DoB
»

Unlisted Voter prp— &
Last Name: CavF

First Name: ADRIAN

Middle Name: |LOUISE

Suffin:

DOB: 112011992

Address: [123 EMaIN ST

[Paw PaW, MI 49079
WS OK | X Cancel
New

0 matching voters

Important note: Ballot numbers must be manually entered for unlisted voters and the next regular ballot issued

will need to be adjusted, it will not auto advance.
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OTHER VOTER TYPES

CHALLENGED VOTERS

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

To issue a Challenged ballot: Issue a ballot Other actions
E Record an absentee ballot ‘

Regular ballot

Pull the voter’s record up in the
EPB software, lock it in if |

Spoil a ballot ‘
necessary and: =
Provisional (envelope) ballot |
1. Click Challenged ballot €@  craengedpaiot | Reject a ballot |
2. Verify the ballot number being 5
issued is correct or enter the Issue 2 Dol ——

ballot number and Click OK 3 Unlock this voter without perfoff | YOU are about to issue a Challenged Ballot to:

Mcqvf, Martha Carol 1/5/1931

Important note: The ballot number

mupst be written on the physical ballot and This ballot number will be assigned: 00000005 jl
covered with a piece of paper or post-it
tape. In addition, full documentation of the
challenge must be recorded in the paper
binder pollbook.

RECORDING ABSENTEE BALLOTS

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

X Cancel

Issue a ballot QOther actions
To record an absentee ballot: Regular ballot ‘ o Record an absentes ballot |
Pull the absent voter’s record up | Spoil a ballot ‘
in the EPB software, lock it in if —
Provisional (envelope) ballot |
necessary and: .
Challenged ballot | Reject a ballot

1. Click Record an absentee Issue aballot - .

ballot g
2. Verify bal!ot number (enter if X Unlock this voter without perfarming any action |F You are aboutiojecond sAtbvonivo Ealiof for:

not auto filled) is the same Mcqvf, Barbara Elise 2/8/1942

as assigned - Click OK .

This ballot number will be assigned: m Z‘

Once the process Voter Name DOB & % Cancel |
is complete, verify ? Mcqvf, Alexander Jon 1211111928 ance
the recording wmmn: AV Mcavf, Barbara Elise 21811942
was done REG Mcaqvf, Caitlin Lindsey 6/1/1985
properly by looking — _
for AV nex h Absentee Ballot [00000028] sent/received by cler_k--Do not issue ballot.
Ot , extto :he -|/Absentee Ballot [00000028] recorded at the precinct.
voters name, the VOTING STATUS: Voted using an Absentee ballot

Voter Status screen and
the List of Voters.

List of Voters

# Assigned To Ballot -
Meguf, Caitlin Lindsey 89008007
00000003
Megwf, Faith Lynn 00000002
Mecgvf, Adrizn Lovise 00000004
Mcqvf, Barbara Elise

-

NOTE: If processing a FWAB or electronic
MOVE ballot, simply accept the regular AV ballot number
assigned or enter the AV ballot number assigned.
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CORRECTING MISTAKES

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

If an entry mistake occurs, whether the wrong ballot
number or the wrong voter was issued a ballot, using
the Undo function will aid in correcting the mistake.

To correct a mistake:

Issue a ballot

Regular ballot

Provisional (envelope) ballot

Challenged ballot

Other actions

Spoil a ballot

Voter Remarks

Reject a ballot

x Unlock this voter without peﬂurmi@

[ Label |

1. Search for the voter, using the DLN/Name search
box
2. Select the voter
3. Click Lock this voter record
4. Click Undo
5. Click Yes
QVF Electronic Pollbaok = |
(File | Edit Reports SysAdmin Help
Election: 2128/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP Precinct: 00001
Voter Search Voter Details List of Voters
Assigned To Ballot -
DLN/ NamE‘NCQVF Search Name:  MCQVF, JONATHAN CLARK  DOB: 31611954 Moaut Gaitin Linossy 0000001
= = . e 00000003
1T':ls Precinct| Other ]Ur.lhs.ted | . - Address: 300 DAVIS 8] o Precinct: . 00001 + emtrenm oooosor
ese voters are located within the selected inner precinct: Gender: M Ballot Style: 00001 3 Mgt Adrisn Lovise 00000004
Voter Name DOB B ’ )
Polli Perm hemp | Reg. Date: 3/8/2010 5
? Mcqvf, Alexander Jon 1211111928 olling i
Location:  PAW PAW TOWNSHIP HAL Eff. Reg. Date: 4/5/2010
7 Mcavf, Barbara Elise 2/8/1942 114 M. GREMPS ST
REG Mcavf, Caitlin Lindsey 6/1/1985 PAWY PAW MI 49079 Geography
Mcagvf, Daniel Richard 6/20/1958
?REC Mcav, Faith Lynn 51111918 If you need to perform an action for this voter, such as issuing or
Meqvf, George Andrew 12211958 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? Meqvf, Harry Ray 9/6/1955 this button:
2 REG Mcgvf, Jonathan Clark 3/61954 |8
? Meqvf, Justin Andrew 8/11/1961
Meqvf, Kathryn Lauren 9/15/1990 e Lock this voter record i
Meavf, Martha Carol 11511931 1
Mcqvf, Matthew David 4151976
7 Mcavf, Paul Robert 5/18/1987 If you do not LOCK this voter, then you cannot perform any actions for this
Mcqvf, Philip Carter 3/8/1980 voter, and no changes will be recorded for this voler.
Mcavf, Ray Ellen 32211957 General Remarks
Mcqvf, Rebecca Sandra 8/10/1935
? Meavf, Richard Trent 8/11/1956 Regular Ballot [0
Meavf, Shannon Ann 11711964 _ || [VOTING STATUY 150 3 ballot Other actions
« + il
18 matching voters ReQUIar ballot
| Spoil a ballot ‘
Provisional (envelope) ballot |
Challenged ballot | Reject a ballot
Undo (Issuance of ballot [00000005])
Confirm (==

x Unlock this voter without performing any action ‘

‘0' Undo the following actien: [Issuance of ballet [00000005]]

Notice the action you are undoing is in brackets next to the Undo button and in the confirmation box. Use the
Application(s) to Vote to ensure you are making the correction properly. The Undo function should not be used
to attempt to fix major mistakes. If several ballots have been issued out of sequence, correct this type of error
with a remark and by ensuring the next voter is correct from that point forward.

Important note: The Undo feature is NOT for spoiling ballots (see Spoiled Ballots on page 21). If you have

guestions as to when the Undo function is appropriate to use, consult your local Clerk.

See FAQ #1 on page 45, if a voter was issued an incorrect ballot style.
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REMARKS

Electronic Pollbook Manual WIN7

Michigan Bureau of Elections

Rev. 6/2016

Any time a correction is made, a remark should be entered. In addition, remarks should be made throughout the
day to document events that happened in the polling place that are significant. Providing this information aids

the Clerk in understanding what took place throughout the day. There are two types of remarks. Be sure to use
the correct type based on the comment you need to make.

Rernarks

R PFic| et Reparts Sysadmin Hel
Un-issued Defective Ballats F3

2]

To enter a General Sl [ EEE—— T —l
. Backup
Remark: Restore | Use this screen to record any general remarks. [+ Close
Jptoss Date/Time User Remarks
1. Click File (or the pintsetup | Iy
General Remarks button il |
H ul
and skip to step 3) | .
i e M}
2- C“Ck Rem arks : - 1 4:35 - informed campaigners they must be 100 foot from the entrance to the g
| polling location |
3. Click New i I
\ I Remarks e D SRR - - ==
4. Enter Remark, the EPB 4' : Use this screen to record any general remarks. Ql— Close
aUtomatica”y records the y : L4 11902012 4:36:30 PM ADMIN At 4:35 - informed ai t
date and time of the entry, _ B -
however, adding the time is l Eok | x cancel

recommended as the EPB is
not always available for
remark entry at the time the
event took place.

5. Click OK

6. Click Close

r be recorded for this voter.

To tie a Remark to a specific voter:

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

1. Click Voter Remarks

2. Enter Remark, the EPB automatically
records the Voter Name, Voter
Number, and date and time of the
entry, however, adding the time is
recommended as the EPB is not
always available for remark entry at the
time the event took place.

3. Click OK

oter, then you cannot perform any actions for this -

| B Delete

General Remarks

Issue a ballot Other actions

Regular ballot

Record an absentee ballot |

Provisional (affidawit) ballot | Spoil a ballot

Provisional (envelope) ballot |
Challenged ballot |

Reject a ballot

Undo Undo (Nothing to undo)
X Unlock this voter without performing any action |qlote[ Remarks

——
Remarks about the selected voter
—

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

p ER 0K | X Cancel

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

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

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

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

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

To Reject a ballot: Issue a ballot Other actions

Regular ballot ‘

Pull the voter’s record up in :
the EPB software, by typing | Spoi a ballt |

the voter's name il’ltO the Provisional (envelope) ballot | .
DLN/Name field, entering Challenged ballot | Reject a ballot ‘
the last name first, click Rejectaballt

Lock this Voter Record and:

X Unlock this voter without performing any action ff | You are about to reject a ballot for:

1. C”Ck REjECt a ballot Mcqvf, Jonathan Clark 3/6/1954
The number of the ballot to be rejected is: 00000008 ﬂ
2. Verify ballot r_wumber is_the N T ~
same as assigned - Click OK X Cance
A Ballot may only be Rejected for:
3. C“Ck OK g iﬂxiz\s:grestub/# does not agree, or

3) Ballot was left in booth/voter did not tabulate.

4. Record a VOter Remark (See PLEASE NOTE THE REASON THE BALLOT WAS REJECTED IN REMARKS

instructions above) that
includes the reason for
rejection

The EPB software will not allow another ballot to be issued to a voter with a rejected ballot. If a ballot was
mistakenly rejected, the rejection must be removed by using the Undo button (see Correcting Mistakes pg. 24).

UN-ISSUED DEFECTIVE BALLOTS

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

ile | Edit Reports  SysAdmin  Hel)
Unr-zised Defective HIIIQSH
Rernarks Fa

To record defective ballots:

S it —— — —
1. C||Ck F||e :::v:: Use this screen to record un-issued ballots that are rendered defective. [l Close |
2. Click Un-issued Defective Ballots S |0 (T T
3. Click Render Ballots Defective Logout
4. Select the ballot style, enter the ballot

number range, and record the reason -_ a"’"*”"““""‘“""“'” -

the ballot is defective. co L
5. Click OK . Balot Number Range: 00000032 To W
6- CIICk Close H:;T::T.ppedw|enpuueumo1:hepackage|

Urvizsued Defective Batce: IO SR—— .- ot ]
QBEMG' Ballots Defective I Use this screen to record un-issued ballots that are rendered defective c’ﬂ- Close

= | [ ]tie  [number Remarks
QREOK P ALl (G 00001 (00000034 |Ballots ripped when pulied ou of the pack...
00001 00000035 Ballots ripped when pulied out of the pack_.
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BACKUP THROUGHOUT THE DAY

Approximately every half
hour, the EPB software ‘
will notify the user that a
backup is overdue. ltis
important to take a moment after
processing a voter to update the backup.
This will ensure the flash drive has the most recent
data entered into the EPB in the event of a hardware
failure.

Total =4

o Backup Overdue!

To Backup:

1. Click Backup Overdue

2. Click Backup — the drive should be defaulted to the Privacy Zone and
[ElectionDate] folder once the first backup has been completed

3. Click Yes
4. Click OK
TIMEOUT

==

[l+ Close

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

Backup

Backup File:
F-\ElectionDate'epb.pbk

QBackup

=

‘0‘ F:\ElectionDate\epb.pbk already exists, Overwrite

Confirm

Pr—

QUF Electronic Poll Book |EE3)

Backup finished successfully.

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

Lagin

Please enter a usema
User Name:

User Password:

ion password selected when

Enter

1 Encryption Password:

Mote: This application shuts down automatically a

Shutdown

password to login:

JOHNSMITH

‘xnxn“xn

SWITCHING USERS
To switch users, simply use the Logout function by:

1. Click File
2. Click Logout

Then simply login with the new username and password.

ile Edit Reports Sys Admin  Help

Un-ssued Defective Ballots ~ F3
Remarks F4
Save History

Backup
Restore

Options
Print Setup

Exit [}s F11

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

lar ballot.

Total =1

( JOHNSMITH )
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RESTORING THE DATABASE
In the event the laptop fails and the EPB needs to be reinstalled on a new laptop on election day, the Restore
feature will reload all of the information entered up to the point of the last backup. The only data missing would
be entries made in the EPB since the last backup. That information can be added back in using the Applications
to Vote. The Administrator username and password must be obtained from the Clerk for the initial login when
the software is re-installed.

Once the EPB software has been installed (see pages 11-14) onto the new laptop, login to the encrypted flash
drive, and perform the following steps:

1. Click File

2. Click Restore

Edit Reports Sys Admin  Hel)

3. Click this button —I at the end of the path field

4. Make sure the
Privacy Zone is
selected

5. Double click
[ElectionDate]
folder

6. Click Save

# Hide Folders

wa Libraries
3 Documents
,J'. Music
=] Pictures

E Videos

m,

1M Computer
&, Local Disk () |
= PrivacyZone (F:)
—a RECOVERY (R:)

File name: epb

2/3/2012 9:00 AM

> | «q|

T

Un-issued Defective Ballots F3
Remarks F4
Save History
Backup
9 Resturh
Options
Print Setup e S
Logout u: Close
Exit
This feature allows you to restore a backup that was previously
created using the “Backup” feature located under the File
menu. When you use this feature, the system will
COMPLETELY DELETE your current data and REPLACE it
with the data contained in the selected backup file. You should
only do this if feel your current data has been damaged
severely enough so you would be willing to lose all changes that
were saved since your last backup was created.
Backup File:
C D P
53 Select a backup image file . @
@Qv|- » Computer » PrivacyZone (F) » - ‘ ‘,| | Search PrivacyZone (F:) o
- : - e ————
Organize ~ Mew folder 4= - .@.
| RecentPlaces  * Name : Date modified Type
. . ElectionDate 1/27/201212:14 PM  File folder
Libi
= Libranes
3 Documents
,J'. Music
= Pictures
E Videos 3
1% Computer
&, Local Disk (C3) | il
Ie &= PrivacyZone (F:) [5), Select a backup image fil . — @
(s RECOVERY (R) — — . . - 1
bl < i @uv‘ . v Computer » PrivacyZone (F) » ElectionDate - | +3 ‘ Searc el
— = —— —————— ——— —
File name: m Organize * Mew folder 4= - @.
Save as type: | Electronic Poll Bo | RecentPlaces = Date modified Type

Dial-Up Phonebook

Save as type: | Electronic Poll Book Backup Image File (*.pbk)

* Hide Folders

O = |
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7. Click Restore

8. Click Yes
9. Click Yes
10. Click OK

All usernames and passwords
will need to be re-created at this
point. If time elapsed between
the last backup and the restoring
of data, use the Application(s) to
Vote to re-enter voter(s) and

process new voters.

Restore

=

[l Close

This feature allows you to restore a backup that was previously
created using the “Backup” feature located under the File
menu. When you use this feature, the system will
COMPLETELY DELETE your current data and REPLACE it
with the data contained in the selected backup file. You should
only do this if feel your current data has been damaged
severely enough so you would be willing to lose all changes that
were saved since your last backup was created.

Backup File:
[F-\ElectionDate\epb.pbk

=

ﬁRestor_e |
| —

\:I— Confirm

- -y ———

-

=)

the selected backup.

Do you want to do this?

WARNMING: You are atternpting to restore a backup that was created on 1/19/2012 9:21:02 AM. If you proceed, all data contained
within your current Electrenic Poll Book / Precinct List will be COMPLETELY DELETED and REPLACED with the data contained in

Confirm

]

ELECTION DAY — CLOSE OF POLLS

After the close of polls on election day, data processed in the EPB software must be saved one last time to the
encrypted flash drive and reports must be generated to complete the paper binder pollbook.

ONE FINAL BACKUP

After all voters have been

Edit Reports SysAdmin Hel|

‘.e.‘ Are you sure?
L & J

QVF Electranic Poll Book (BEES

Restore finished successfully.

processed in the EPB, perform one S (e e
last Backup to ensure all data is e N
saved to the encrypted flash drive. (2) b
r=od Backup @
1.Click File Options
2.Click Backup Prin Stup e Close |
H Logout This feature allows you to backup your Electronic Precinct List /
3. CIICk Backup Exit Poll Book data into a separate backup file, preferably stored on
4.Click Yes REMOVABLE MEDIA, such as a USB drive ora CD. You
. should do this from time to time so you will have an up-to-date
5. C'le OK backup that can be restored in the unfortunate event that you

CREATING REPORTS

The EPB software generates the three reports necessary for completion of the paper
binder pollbook/official record of the precinct in just a few steps. Those reports include

should experience a catastrophic failure with your computer
that resuits in a total loss of data.

Backup File:

F-\ElectionDate'epb pbk

Confirm

=

‘@‘ Fi\ElectionDate\epb.pbk already exists, Overwrite
L - 4

—

QUF Electronic Poll Book BRES

Backup finished successfully,

the Ballot Summary, the List of Voters, and the Remarks report. In addition, voter history is also saved in a
manner that can easily be uploaded into the Qualified Voter File (QVF) or Elections Management Portal (EMP) in
a matter of seconds, ensuring accurate recording of voters in the master voter registration database.
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BALLOT SUMMARY

The Ballot Summary documents the total number of ballots assigned to the precinct and how each ballot was
used. Throughout the day, the EPB software tracks spoiled (F), rejected (G) and Provisional “envelope” (1)
ballots. The remaining ballot types must be inputted by the user and the EPB software will calculate and balance

the Ballot Summary.

To complete the Ballot Summary:

1. Click Reports

2. Click Ballot Summary 1

Remarks
List of Voters

Sys Admin  H

Ballot Summary,

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

Defective Un-Issued
Activity Log Report

3. (A)Enter the Starting number and the
Ending number of the first ballot style. If
using more than one ballot style, tab to
create a new line and repeat the process
until all styles are listed. The Count will be
calculated automatically.

4. (B)Enter the Number of AV return
envelopes received by board, if absentee
ballots are being processed in the
precinct. If absentee ballots are not being
processed in the precinct, this box will
already be completed with a 0.

Enter the Number of ballots at close of
polls:

5. (D)Enter the Number of ballots tabulated.
This number is found on your tabulator.

6. (E)Enter the Number of AV ballot
envelopes delivered to precinct which did
not contain a ballot or were not processed
for any reason, if absentee ballots are
being processed in the precinct. If
absentee ballots are not being processed
in the precinct, this box will already be
completed with a 0.

7. (H)Enter the Number of ballots used by
election inspectors for ballot duplication.

elp

Ballot Summary Report

[+ Close

NUMBER OF BALLOTS DELIVERED TO PRECINCT.
A_Number of ballots delivered to precinct:

Style |Starting No,‘Endiﬂg N0,|Coum | = Qelete‘
00000001 00000200 | 200
Total = 200
“B) B. Number of AV refurn envelopes received by board 2 E
C. Total 21z
NUMBER OF BALLOTS AT CLOSE OF POLLS:
D- Number of ballots tabulated (Enter Tabulator 15
Public Counter reading)
2P E. Number of AV ballot envelopes delivered to ,70
precinct which did not contain a ballot or
were not processed for any reason
F. Number of ballots reissued to voters who spoiled
their ballot at the polling place (spoiled or 2
defective ballots)
G. Number of ballots rejected 0
H. Number of ballots used by election inspectors for ,70
|| ballot duplication
I. Number of PROVISIONAL "envelope” ballots 1
Issued
J. Number of UNUSED BALLOTS:
[ [Style [Starting No.[Ending No[Count | & Delete|
': i 00000017 (00000200 184
Total= |184
Il | K Total of Lines D, E, F, G, H,1andJ 202
L. Difference ‘ 0 )
G. [& Preview |

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

box to make the totals calculate.

STOP — L must be 0. If L is not 0, double check items 3-8 and ensure everything was entered correctly. If there
is a known reason for not balancing and it is unable to be resolved, a detailed Remark must be made to explain
to the Board of Canvassers why the precinct does not balance.

9. Click Preview
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I Report Preview [Ballot Summary]

| - —

The Ballot Summary report will pop-up after
clicking Preview. Be sure to review the
summary to ensure all information was entered
correctly and that the summary balances (Line L

= 0).

At this point, the Ballot Summary must be
saved to the encrypted flash drive. If your
precinct has the ability to print, the Ballot
Summary should be printed as well. Otherwise,
the reports will be printed at the Receiving

Board.

Sf | [EREEITER IT— [ 3| Cancel Customize

2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP

PRECINCT 40001

BALLOT SUMMARY

WE CERTIFY THE FOLLOWING:

NUMEBER OF BALLOTS DELIVERED TO PRECINCT:

A Number of official ballots delivered to precinct:

Ballot Style  Starting No. Ending No.
[Mone] 00000001 00000200

Count
200

200

B. Number of absent voter return envelopes received by board: 2

C. Total of lines A and B (Must match Line K below)

NUMBER OF BALLOTS AT CLOSE OF POLLS:
D. Number of ballots tabulated:

E. Number of AV ballot envelopes delivered to precinct which did not contair a

ballot or were not processed for any reason

F. Number of ballots reissued to voters who spoiled their ballot at the pollin 2

place (spoiled or defective ballots):

MNumber of ballots rejected:

MNumber of PROVISIONAL "envelope” ballots issued:
Number of UNUSED BALLOTS (excess ballots):

Ballot Style  Starting No. Ending No.
MNonel 00000017 00000200

Count

184

K. Total of Lines D, E, F, G, H, |, and J (Must match Line C above)

184

MNumber of ballots used by election inspectors for ballot duplications: o

202

L. Difference:

'age 1 of 1

Report Preview [Ballot Summary]

T —

BEEMA: « A« »n o

2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAV

To save the Ballot Summary:

1. Click the .pdf button .@ in

the upper left hand corner of the

screen.

2. Double click the [ElectionDate]

folder in the Privacy Zone to
open.

3. Click Save

After the Ballot Summary has been saved, print the
report (if applicable), close out of the preview screen,

Cu

PRECINCT 00001
[5) Save As e g—
DD |: » Computer » PrivacyZone (F:) »
WE CER —_— —
NUMBER. Organize » MNew folder
&
| J Favorites * Name Date modified Type
Bl Desktop | ElectionDate 1/4/201212:05PM File folder
I 4 Downloads
| Recent Places = 'ﬁ e o —— —

. Libraries

G Documents
I Jl Music
[&=] Pictures

|
B videos

@\' '.\L' Computer » anacyZ_one{F:] » ElectionDate

1% Computer

> 4
{l
File name: m.
Save as type: |Adobe Acrobat

“ Hide Folders

<

Organize * Mew folder

7l RecentPlaces  *  pame
4l Libraries
@ Decuments
Jﬁ Music
[&5] Pictures
B videos 1

il Computer
&, Local Disk (C:)
e PrivacyZone (F:)

B

Date modified Type

Mo items match your search.

= RECOVERY R)  _ T

File name: Eallot Summary

Save as type: [Adube Acrobat files (*.pdf)

= Hide Folders

and close the Ballot Summary screen as well.

Report Preview [Ballot Summary]

j-———*

=)

=

@ = |?5|°/° 14 4 I‘I [ Cancell Custarnize |

* Closze
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LIST OF VOTERS

The List of Voters is created by the EPB Software and must be saved to the encrypted flash drive. If your

precinct has the ability to print, the List of Voters should be printed as well. Use the triangle buttons next to the
page number, to view the report. Remember to view the number of voters in order to record that number in the

paper binder pollbook.

1@ Sys Admin  Help

Remarks

List of Voters

Ballot Summary

Report Preview [List of Voters]

Defective Un-Issued
Activity Log Report

To save the List of Voters:
1. Click Reports

2. Click List of Voters

3. Click the .pdf B

button in the upper left hand
corner of the screen.

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

BHEE[0T « «1 »

Mo Cacel| =

2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP

PRECINCT 00001

LIST OF VOTERS

# Voter Name Ballots Remarks
1 Mcawf, Caitlin Lindsey Spoiled
00000003
2 Mcawf, Faith Lynn 00000002
3 Mcawf, Adrian Louise 00000004 Affidavit
4 Mcawf, Barbara Elise 00000028 Absentee Ballot
5 Meaqvf, JlashasCasak Goooooor pa "
"""""""""" ) Save As ﬂ
5 Mcqvi ™ - . -
AN | . » Computer » PrivacyZone (F) » ElectionDate - | ¢,| | Search Electi P I
Organize * Mew folder d= - ‘é‘
il RecentPlaces Name : Date modified Type
— | ibrari Ballot Summary 1/24/2012 9:49 AM PDF Complete Do...
wa Libranes
3 Documents
& Music
[ Pictures
BE videos -

1M Computer

£, Local Disk (C)
&= PrivacyZone (F)

a RECOVERY (R} _ —

3

File name:

-

Save as type: [Ad obe Acrobat files (*.pdf)

# Hide Folders

]
e save | [ caned |

After the List of Voters has been saved, print the report (if using printers in the precinct) and close out of the

preview screen.

Report Preview [List of Voters]

l@ EEE T 1« <[ » ¥
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REMARKS REPORT
Remarks recorded in the EPB software using the General Remarks and/or Voter Remarks are saved in a report

also and must be saved to the encrypted flash drive. If your precinct has the ability to print, the Remarks should
be printed as well.

Reports | Sys Admin

Help

Remarks,

List of Voters

Report Preview [Remarks]
Ballot Summs

T BRERRE g 14 40 L 4| ( [ I

Activity Log F

To save the Remarks
report:

11/6/2012 - STATE GENERAL - PAW PAW TOWNSHIP

1. Click Reports re
REMARKS
2. Click Remarks Dute/Time S e il S RS
@ 2712012125116 PM JOHMSMITH At 4:35 - informed campaigners they be
. 100 ft from the entrance of the polling
3. Click the .pdf button o oaatien
in the upper left hand corner of 2/7/2012 12:51:56 PM JOHNSMITH 1 Abbott, Debra Lynn r::?aﬂat&thsw@limnutnfﬂme
the screen. (I sove A5 )
4 Th [EI t D t ] f Id QQ [ » Computer » PrivacyZone (F:) » ElectionDate - Search ElectionDate
. e [ElectionDate] folder
QOrganize Mew folder i= -
selected for the last two reports g P — . S — s _
should automatically pop up. B | 3 st “ B p;r s
Always check to make sure you are in i Libraries T [P —
- = Documents
the Privacy Zone and the correct & Music
folder before clicking Save & Pictures ]
B8 videos 1
/& Computer
&L Local Disk (C)
Important note: there must be one — )
recorded Remark for the report to ll '
Save File name: m -
Save astype: |Adobe Acrobat iles (*.pdf) -
“ Hide Folders Cancel

After the Remarks report has been saved, print the report (if using printers in the precinct) and close out of the
preview screen.

-
Report Preview [Remarks] —
=
Lfﬁﬁ ] |1DD°/,1 4 4 I1 P Ml Cancel Customize + Cloze
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SAVE VOTER HISTORY

After all other reports are saved, save the voter history. This file will update the voter registration files in the

Qualified Voter File (QVF) recording who voted on election day.

1)

Edit Reports Sys Admin  Hel|
Un-issued Defective Ballots F3
Remarks F4

Save History %
Backup ﬁ
Restore E Save history as
Options Y 5
Print Set =
rin up Organize v MNew Tolder —— Py
L t s
ogou =l RecentPlaces  * Mame — —
Exit
7l Libraries i Mo itermns match your search.
To save Voter History: i = Documents
J'- Music
i i Pict
1. Click File & Pictures |
E Videos I3
2. Click Save Histor
Click Save History B Compas I

&, Local Disk ()
- PrivacyZone (Fi)
—a RECOVERY (R:)

3. Delete “d:\" in the file name
by placing the cursor at the

| 4|

beginning of the File name

mn

field and using the delete Filen

key on the keyboard. Then

Save as type: ’Tex‘t files (*.bet)

verify you are in the folder
for the election and the
PrivacyZone.

“ Hide Folders

0 Save l ’ Cancel

5

If not, in the left hand section of the screen (under Computer)
click on Privacy Zone and then double click on the election
folder.

4. Click Save
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ENSURE FILES ARE ON FLASH DRIVE AND SAVED IN THE PRIVACY ZONE

Verifying all files have been saved on the encrypted flash drive and in the Privacy Zone is an important last step.

ﬁl Electronic Poll Bock
\L‘!‘ Snagit10

= ¢ T Documents
A Srupping Teol

= Bictures
{| Getting started »

Music
! Connect to & Projector

2 ‘omputer "

Calculator

Control Panel

Sticky Nates = . |
Q_@. Recovery Manager '-.-J'\_ J [y Cornputer » = | #3 W Scveh Compute )
BB oower swing
=] Oeganize « Systemn properties Uninstall or change & program ~ » = O 8
sy Paint T Faverites %+ Hard Disk Drives (2)
B Desktop Local Disk (C:)
R Brogine § Downloads - — S—
W Recent Places 261 GB free of 233 GB
RECOVERY [R:)
i Libraries v 1.72 GE free of 138 GB
= Documents E
» 4 Devices with Removable Storage ()
o Music
=l Pictures aa
DVD W Drive (Ez}
8 video: <3
. . P Zane (F:
To verify files have been saved i _ pngzane ) (€)
H B Local Disk (C) G
on the encrypted flash drive = e
and in the Privacy Zone: s RECOVERY (R) '
J == * Computer ¢ PrivacyZone (F) »
F ELECTION-HP -
. . ¥ Organize v 3 Open Sharewith =  Bum  Newfolder
1. Click on Windows Home

 Fovorites Hame Date modified Type Size
Button e, Op— i —
£ Recent Places
2. Click Computer s e
_ ) )  Gociamenss @0 =/3 = Prscy.. » Hociontits b+ [ 4 || Search Eectianot p
3. Double Click the Privacy Zone Drive i mrr———
B Videos Bl Desktop lame
4. Double Click the [ElectionDate] folder A corisi o 3 st Sumry
& ooy o
5.QVF Users: Verify there are 7 files listed o= PrivacyZone F) o Q
in the folder. Those files should be the s g | S
Ballot Summary, epb (Dial-Up), epb etk i 1 serp
(WinZip), epb_history, List of Voters, e
Remarks and setup. EMP Users: Verify flecionpate u| Sl LocalDik €
there are 6 files listed in the folder (see L e e -
image below). If those files are not found WL .
within the PrivacyZone, repeat the steps } T

outlined for saving reports.

Alternate files for EMP Users:

Jv| « Privacy... » ElectionDate »

Once all reports have been saved, all programs can be closed and

Deskto Name
EDawnl: the laptop shut down. Return all items to the case, except the

Ballot Summary

Recer B eob encrypted flash drive. The encrypted flash drive must be placed
—_ 1, NOVEMBER CONSOLIDATED into the container the Clerk recommends, sealed (either an
5 Do ] epb_history envelope with ared paper seal or an approved container and
List of Vioters

the appropriate seal), and returned to the Clerk on election
night.

- Pict Remarks
=| Pictu

Videos

Computer
%y Local Disk (C:)
DrivacuZone (F
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RECEIVING BOARD AND POST ELECTION DAY

Printing Reports at the Receiving Board
The receiving board must print the reports saved on the encrypted flash drive (if not done in the polls) to
complete the paper binder pollbook. After the reports have been printed, the receiving board must reseal the
encrypted flash drive into the Clerk recommended container. The PC or laptop used to print reports must have
Adobe Reader installed. Adobe Reader is a free download found at http://www.adobe.com/qo/EN_US-H-GET-

READER.

To print election day reports,
insert the encrypted flash
drive into the USB port of the
PC or laptop connected to the
printer and:

1. Double Click V-Safe100.exe

2. Enter the Password and
Click OK

3. Open the [ElectionDate]
folder by double clicking on
the folder

< </

| Address |%e E:\

File and Folder Tasks

=9 Make a new folder

@ Publish this folder to
the Web

|52 share this folder

Other Places

i My Computer
B My Documents
&3 My Network Places

Details

(E:) PublicZone
Removable Disk

File System: FAT

1 objects

? /..- ) Search

Folders E -

Mame Size | Type
~
) "V-Safe 100.exe 1,68... Applc...

DGo

Date Modified
3/16/2010 5:28 PM

Password:

b

essssssssssss

W
Verbatim
Store 'n' 6o

S 74
: Address S E:\

Folders X Mame

@ Desktop

.D My Documents

= _J My Computer
% (C:) Local Disk
i (D:) DVD-RAM Drive
(= %= (E:) PrivacyZone

|5) ElectionDate

B¢ Control Panel

\3 My Network Places
2l Recydle Bin
|5) ElectionDate

O T B

2 objects
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? /..- ) search ‘[i Folders

ElectionDate
Logout Privacy Zone

E'.
DGO

Date Modified
1/27/2012 12:14PM
1/30/2012 10: 16 AM

Size | Type
File Fo...
2KB Shortout

1.01KB 4 My Computer


http://www.adobe.com/go/EN_US-H-GET-READER
http://www.adobe.com/go/EN_US-H-GET-READER
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Print copies of the Ballot Summary, List of Voters, and the Remarks by:

1. Double Click on the Report name (one at a time)

2. Click the printer button =

3. Ensure the printer and number of copies are properly selected (screens may vary but all should have
similar options available). Click OK.

4. Repeat Steps 1-3 for all three reports.

e Eectioniate) h.i kil ﬂ-‘
File Edit View Favorites Toolz Help -:f
5 - ® >, .
e Back </ 'm 7 Search ‘ H__- Folders
. Address |3 E:\ElectionDate D Go
Folders X Mame Size  Type L
(& Desktop @) Ballot summary.pdf 13KB Adobe AcobatDoc... 1
(23 My Documents s epb.pbk 712KB Dial-Up Phonebook 1
= 4 My Computer [Elepb.zip 7,630 KB Compressed (Zippe... 1
<@ (C:) Local Disk [£] epb_history. TXT 1KB TextDocument 1
2 (D:) DVD-RAM Drive - |List of Voters.pdf 8KB Adobe AcrobatDoc... 1
= %= (E:) PrivacyZone - Remarks. pdf 8KB Adobe AcrobatDoc... 1
|23 BlectionDate ﬁlSEmD-EXE 2,854KB  Application 1
»
Create = Combine = Secure ¥ = |=| Forms = Comment *
¥
1 5 ¥
| 1 |42 Ih‘_?'fgf,*lm%-ﬁm .
Al
2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP
ERECINCI 00001
Printer
Mame: YWHCS084vSNAPFO11\S05_AB1POS_RIF0 D
Status:  Ready Comments and Forms: 3
Type: RICOH Aficio MP 5001PCL 6 Document and Markups
Print R.ange Preview: Composite
@ Al k 25 4
O Current view -
Subset:
Page Handlin:
Copies: 1 E 11
Page Scaling: Fit to Printable Area D
Auto-Rotate and Center
Choose paper source by POF page size
[Jch b
=rELE Ly

[CPrint to file

[Printing'l’lps] [ Advanced ] [ Summarize Comments ]

Units: Inches Zoom : 96%

11
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IMPORTING VOTER HISTORY

Within seven days of the certification of the election, voter history must be uploaded into QVF or EMP. To enter
Voter History via the QVF, login to QVF, insert the encrypted flash drive into a USB port and login to the Privacy
Zone. EMP Users: Skip to page 41 now.

E Hichganiialified Wotentale)
le View Reports SysAdmin Elections DataMaint. Window Help

I N QV F : Voter Search by Yoter ID Cirl+5
Voter Search by Name  Ctrl+
Recent Records Viewed 3
Voter Registration F2
QVF Inbox F3
H H Elections F4
1' CIICk Flle Voting History F& m
2 . C I |Ck EIeCtrO n IC PO ” i?fu;pc::nt fnventory : Electronic Precinct List / Poll Book 1
BOOk Petitions (obsolete)
. . Petitions Search
3. Click Import Voting e o

History

4. Click this button -/ at
the end of the path field

Petitions Consolidatar Export Voter Data | import Voting Hlste
' Electronic Poll Baok
Mass AV Appl\caﬁ

GEMS Export Region

Unity Export | j ‘ J

Pt e gecton. | | Export Voter Data [ iTpor Vot ity |
Exit F11 Import Voting History
History File: oJ
Precinct | st
Total Records: o
Records Processed: o
Updates Applied o
e [§ o 5 eme @ —
LY %t () Local Disk.
“‘I_E.?Eﬂ Gg::\-\)ﬁiﬁ;;?w | 0 =elected
@ e 7T
Dezktop Logkin: [ < (E) FvacyZone ] eEmcEm
__J ‘j oJEI!cumaa:e
My Documents My Racant - .
— w Open dtx}
g.' DE? Loskin: [ BectionDate - e ®cE
e ” O |mmmEm
< /=) s . .
Wil Fierel My Dosmets B’ 5. Double Click on the Privacy Zone
Feset oy e 6. Double Click on the [ElectionDate] folder
My Conputer ' 7. Click Open
: L 8. Click Import
i Noedc 19 . 9. Click Done
nd g0
My Computer
ng;;:k Pl name: epb_bistory, TAT -

Export Voter Data

Voter History is complete! Repeat these steps for

Import Woting History

all precincts. History File: E:\ElectionDate\epb_history. TXT

. H Election: 02/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP
NOTE: Vo_ters added to 'th_e Unlisted tab or voters Total Records: 15
that were issued a Provisional - Envelope ballot Records Processed: | 0

Updates Applied: o B -
MTcHTE m

will not automatically update. If those voters’ ballots

were processed, they must be added to QVF and Qm
updated using the old Precinct List method (File ---
Voting History in QVF).

Done

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.
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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

2. Select the Import
Voting History tab

3. Click Browse

4. Select the Privacy
Zone by double
clicking

5. Double click the
ElectionDate folder

6. Click Open

7. Click Import

( @ Department of State

Ruth John$Bn, Secretary of State

[ciomoor om | 308 oo | stetip | 0 T onionsrices | Forms [ conctsos ||
. v r VANDERROESTV ;
Elections Management Portal o

Street Index Search

Statistics and Reports e
Export Data for Electronic Poll Book mport Voting History from Electronic Poll Book
-Pollbook

Clerk/Polling Location Import Voter History

Verification
[Election Data
Exchange Select Your History File to Upload: o
Browse..
7 ]x]]
)] «@me o ¢
mport
|
e
- - =g E.
—
(2]
i: [ 53 BectonDae »| &= @ -

>
My Network i nane — =
h Places e |

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 Book Impon Voting Histary from Electronic Poll Book

Import Voter History

Total Records:

30

Records Processed: 30

Updates Applied:

Jo

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.
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UNINSTALLING AND DELETING THE EPB SOFTWARE AND ASSOCIATED
FILES

The EPB software and associated files must be deleted from all devices by the seventh calendar day following
the final canvas and certification of the election unless a petition for recount has been filed and the recount has
not been completed or the deletion of the data has been stayed by an order of the court or the Secretary of
State. Remember, there are three locations files may have been saved. Be sure to note any other locations you
have saved files and delete those as well.

Deleting files is very important to keep voter data secure and prevent the common error of loading an old

election onto the EPB laptop. The EPB software must be re-downloaded for each election as each download is
unique and will contain the most up to date voter registration and absent voter information.

DELETING EPB SOFTWARE FROM THE LAPTOP

Because the EPB software must be downloaded and installed for each election, uninstalling the past version of
the EPB software from the laptop is essential.

To uninstall the EPB software:

1. Click the Windows Home button
2. Click All Programs

3. Click on the Electronic Poll Book folder
4, Click Uninstall Electronic Poll Book

5. Click Yes

. A o} ctaiviedia
. AT&T Connect

; AVG

. DVDStyler

. Electronic Poll Book
E Electronic Pell Book
#| ReadMe
Uninstall Electrenic Pell Book

6. Click OK

Repeat these steps for all laptops.

. Energy Star
Flypaper

. Free Audio Editor

. Freemake

. Games
. HP
. HP Help and Suppe
. HP Internet Sharing

. Lectora Inspire

All Programs

| Search programs and files F |
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DELETING FLASH DRIVE FILES
Uninstalling files from the encrypted flash drive. Login to the Privacy Zone of the encrypted flash drive and
delete the [ElectionDate] folder.

=2 A= 3)
© File Edit WView Favorites Tools Help 't.'
1. Right click the \ ) - 4| O |
A | L A Search r_" Folders <
[ElectionDate] folder B v 7|7 i
: Address | E:} D Go
Folders X Mame Size  Type Date Modified
; Desktol = 1 14PM
2. Click Delete é'SMYPDmmEm YdiogoutPrivd  Explore 15PM
= :J My Computer QOpen
< (C:) Local Disk Open Command Window Here
3. Click Yes 2, (D:) DVD-RAM Drive Sk
= " (E:) PrivacyZone Sharing and Security...
[Z3) ElectionDate [ Snagit b
;:jg {H:) vanderroestv on 'hcs ) -
Repeat these Steps for a” x {P:) app on ‘hctda4vsnbp 5 Combine supported files in Acrobat...
. = (5:) shared on "hct084vsr Scan for Vi
ﬂaSh d”VeS. S8 (T:) common on 'hct084v: gkl
=) [ contral Panel V] Send To 4
[ w B cut
1 objects selected Copy
Paste
Create Shortut
Important note: If election inspectors saved files outside
of the folder, be sure to delete those files as well. Contimholderdieleie [X]

Properties

Are you sure you want to remove the folder 'ElectionDate’ and all its
contents?

e ves [ me

DELETING QVF/EMP PC FILES

ElectionDate

Open

Explore
Lastly, delete all files saved on the QVF/EMP PC (if any.) cpen commend findou rere

Sharing and Security. ..
1. Right click [ElectionDate] folder on desktop @ snagt s
2. C"Ck Delete % Combine supported files in Acrobat...
3. CI'Ck YeS Scan for Viruses. ..
4. Right click Recycle Bin on desktop SendTo .
5. Click Empty Recycle Bin cut
6. Click Yes Copy

Create Shorteut

Delete
Important note: If you saved EPB files in any Renand ®
other place(s) remove those files now. Most can propertes s Ui x|
be deleted by right clicking on the file and clicking
delete. Always empty the Recycle @] peyousue vou et to remove the folder SectionDats’ and move
Bin after deleting files as well.

3 ‘fes
(X]
D) =
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HELPFUL HINTS

Bar Code Scanners and Absent Voter Ballots

When processing absent voter ballots in the precinct, bar code scanners may be used to scan the
absentee ballot application for voter look-up. If the laptop has 4 USB ports, the bar code scanner may be
used along with the magnetic card reader. If the laptop only has 3 USB ports, the bar code scanner can
be used to scan the back of a driver’s license, replacing the need for a magnetic card reader.

Battery Tips
Laptop batteries need proper care to ensure long life. Follow the following basic tips and care to maximize
the laptop battery.

1. Fully charge a new battery before use.

2. Allow a new battery to fully drain 2-3 times and recharge to 100% after each time, this will condition the
battery to reach its maximum capacity.

3. Fully drain and fully recharge the battery pack every few months afterward.

4. Store the battery separately in a cool location (~60°) from the laptop during long term storage. The
battery will still drain in storage.

If the battery does not appear to be charging, ensure all three plug points of the two piece power cord are
connected.

Screen Resolution
Optimal screen resolution for the EPB laptop is 1366x768. If your list of voters is not displaying on the
right hand side of your screen, the resolution needs to be adjusted.

To adjust the screen resolution:

1. Go to the desktop and right click
2. Click screen resolution
3. Select 1366x768

WinZip Files
Some users downloading the EPB files from the EMP may experience an offer to buy WinZip. This is not
necessary to open these files. Follow these instructions to permanently select Windows Explorer to open

this file type:
. ' ' MName 7-Zip ,
1. Right click on the file NOVEMEBER ¢
. . [
2. Click Open with = = Scan for Viruses...
3 Qlick "Choose Qefault program"” if e Open with »| =5 Windows Expl
. given menu option Restore previous versions 0 WinZip
Cpen with % |
Send to » Q_Chonse defaul
: Choose the program you want to use to open this file:
Ll File:  MAY_CONSOLIDATED_FAITHORM_TOWNSHIP.Zip... Cut
Recommended Programs
= Windows Explorer &Y wnzp 4. Select Windows Explorer
=3l Microsoft Corporation =4}, WinZip Computing, 5.L. 5. Check "Always use the selected program to open
Other Programs v this kind of file"
6. Click OK
Always use the selected program to open this kind of file | R
If the program you want is not in the list or on your computer, you can lock for the appropriate program on the
Web.
Q OK l I Cancel |
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FREQUENTLY ASKED QUESTIONS

1.

The wrong ballot style was issued to a voter, how can it be corrected?

Answer: If using different ballot numbers for each ballot style, no action is required except to remark the
situation in the Remarks. If your ballot styles are numbered with the same ballot number series, open the
voter’s record, undo the issuance of the ballot with the incorrect ballot style, and reissue a Regular Ballot with a
modified number using a letter before the number (for example, X00000012) and remark the situation in the
Remarks.

Is there a way to setup all election inspector user names and passwords into the software before the EPB
software is downloaded on to the encrypted flash drive?

Answer: No, not at the current time. Each username and password must be setup in the EPB software after it
is loaded onto the laptop.

If using the QVF/EMP AV module, do | have to extract the EPB software from QVF/EMP after 4:00 p.m. on the
Monday before the election to get the most up to date absent voter information?

Answer: Yes, however, this is not required. If the EPB software is downloaded before the deadline, a List of
Absent Voters must be printed for reference in the precinct as AV issuance information will not be the most
current information in the EPB software. Instruct election inspectors to review this list for every registered voter.

Is there a way to update absent voter activity on the encrypted flash drive or in the Voter List portion of the EPB
software after it has been installed on the laptop?

Answer: No, not at this time and absentee voters should not be processed in the EPB software before the
opening of the polls.

Do | have to print the paper binder pollbook reports in the precinct?

Answer: No, in fact, having the Receiving Board print the reports is highly recommended. Reports must be
delivered to the Receiving Board on the encrypted flash drive in a sealed container by two election inspectors of
opposing political party after the polls close. The Receiving Board then prints the reports and completes the
paper binder pollbook.

If an EPB jurisdiction is not using a Receiving Board, the only alternative is to print the reports in the precinct.

Please note the use of a Receiving Board must be authorized by your legislative body (Township Board or City
Council).

Do | need to use a particular type of printer with the laptops?

Answer: No. Most printers will work with the laptops as long as the proper printer driver is installed. Complete
the installation as soon as possible to verify the laptop and printer are compatible.

Do | have to have a hardcopy precinct list and full paper binder pollbook with a List of Voters, Ballot Summary
and a Remarks section at each precinct if | use the EPB software?

Answer: Under the terms of your User Agreement, you are required to have a hardcopy Precinct List and a
hardcopy List of Voters, Ballot Summary, and Remarks Section available for immediate delivery to the precinct
in the event of a system failure.

The EPB software allows me to issue a ballot to a voter who has already returned an absent voter ballot. Why
is this permitted?

Answer: Under rare circumstances, a voter who has already returned an absent voter ballot may be permitted
to vote in the precinct. Election inspectors MUST contact the local clerk before issuing a ballot to a voter who,
according to the EPB software, has already returned an absent voter ballot.
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10.

11.

12.

13.

14.

15.

What do | do if the laptop is set to wrong time zone?

Answer: Click on the Windows home button, click on Control Panel, click on Clock, Language and
Region, click on Change Time Zone, and select the appropriate time zone.

Do | have to use the EPB software to process absent voters in the precinct?

Answer: No, you may use the Addendum List of Absent Voters method and add the list to the paper
binder pollbook.

| have a 2011 laptop and my flash drive always defaults to F:. Is there a way to change it to default as
D:?

Answer: Yes. Click on the Windows Home button, click Control Panel, click System and Security,
click Administrative Tools, and then double-click Computer Management. Then click Disk
Management, right click on the Recovery (D:) drive and click Change Drive Letter and Paths. Click
Change, click Assign the following drive letter, and select the letter you want to use (we recommend
R), and then click OK. These steps may need to be repeated for your encrypted flash drive. Be sure
to pick D: for the encrypted flash drive.

What if an absent voter does not return their ballot? Or if the absent voter surrenders their AV ballot in the
polls? Do | need to indicate this in the EPB software?

Answer: No. Only process an absentee ballot in the voter’s record when the ballot has been received for
processing. If the voter has surrendered their absent voter ballot, simply issue a precinct ballot using the
normal process. The Spoil a ballot function should never be used in regards to an absent voter ballot in the
EPB software.

Will Unlisted Voters transfer to QVF/EMP after the Voter History has been updated?

Answer: No. Unlisted voters will not transfer into QVF/EMP after Voter History has been updated. The
registration of an Unlisted voter must be added to QVF and the Voter History for the Unlisted voter must be
entered manually as well.

Is there a way to view all of the actions taken in the EPB on Election Day?

Answer: Yes. An Activity Log Report can be viewed by selecting Reports — Activity Log Report. This
Report may be printed as well.

Is there a way to convert the List of Voters into a .csv file?

B

Answer: Yes. When in the List of Voters Report simply click on the button.

Page 46 of 49



GLOSSARY

Antivirus Software - is a software program that helps protect the laptop from viruses that could damage
or shut down the machine.

Backup — a file that replicates and saves entered data for use in the event of a system failure.

Ballot Style - is a designation to distinguish amongst ballots in a precinct that has a District split. For
example, Precinct One represents voters from County Commission District 5 and 7. If the County
Commission position is on the ballot, Precinct One will have two ballot styles, one for District 5 and one for
District 7.

Data Security - is the means of ensuring that data is kept safe from corruption and that access to it is
suitably controlled. Thus data security helps to ensure privacy. It also helps in protecting personal data.

e-Pollbook Software — is a computer software program created in the Qualified Voter File (QVF) to be
loaded on a laptop and used in the precinct on election day to record voters and the ballots they are
issued.

Encrypted - is the process of transforming information using an algorithm to make it unreadable to anyone
except those possessing the password.

Encrypted Flash Drive — is a digital storage device that has the ability to encrypt data and keep the data
secure.

Encryption Password — is a password created to allow access to the encrypted e-pollbook software once
downloaded from QVF.

Global Geography — is a function of QVF where precinct combinations and ballot style names can be set
for an election. The information entered into the QVF Global Geography module will then tell the EPB
software which precincts have been combined and the preferred name for ballot styles in split precincts.

Lockout —is an e-pollbook software feature that disallows the issuance of a ballot number more than once
per ballot style.

Privacy Zone —is a term the V-Safe 100 software uses to define the encrypted area of the flash drive.

Receiving Board — is a board established by the local Election Commission responsible for ensuring 1) all
ballot containers delivered to the clerk after the polls close are properly sealed 2) all seal numbers are
properly recorded and 3) the number of names entered in the Poll Book balances with the number of
ballots counted in the precinct. For more information visit michigan.gov/elections and click on “Information
for Election Administrators.”

Strong Password — is a password that contains a combination of at least eight upper and lower case
characters with at least one number or symbol.

V-Safe 100 — is the name of the encryption program installed on the e-pollbook State issued flash drive.
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QUICK REFERENCE CHECKLISTS
Pre-Election Day — Clerk Setup

General Laptop Preparation
O Update antivirus software
O Ensure print driver software has been installed (if applicable)
O Update Windows
O Fully charge battery

EPB Software Download from QVF/EMP

Insert the encrypted flash drive into a USB port on the QVF/EMP computer

Login to encrypted flash drive

Create a folder on the encrypted flash drive (or desktop, if using the alternate method for multi-
precinct jurisdictions)

Login to QVF or EMP and create the EPB software

Move EPB software to encrypted flash drive (if using the alternate method for multi-precinct
jurisdictions)

ada Qaa

EPB Installation on laptop

Take encrypted flash drive to laptop and plug in to a USB port
Login to encrypted flash drive

Run the EPB software setup file

Login to the EPB software and select the precinct

Set Options

Setup Users

aaaaaa

Election Day — Election Inspector Setup

Preparing the EPB for Opening the Polls

Power laptop on

Insert the encrypted flash drive into a USB port

Login to the encrypted flash drive

Login to the EPB software

Change options and/or setup users as recommended by the Clerk
Perform the first EPB backup

aaoaaaaQq

Throughout the Day
O Assign ballots and ensure all voters are documented in the EPB software
O Verify status problems
O Backup the EPB software regularly
O Record Remarks as necessary

Closing the Polls

Perform one final Backup

Complete the Ballot Summary, ensure it balances (L=0) and save to the encrypted flash drive
Save the List of Voters to the encrypted flash drive

Save the Remarks report to the encrypted flash drive

Save Voter History to the encrypted flash drive

Ensure all files are on the encrypted flash drive

Print reports (if applicable)

Deliver encrypted flash drive under seal in the Clerk recommended container to the Receiving
Board or Clerk

aauaaaaa
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Post Close of Polls

Receiving Board

a
a
a
a

Clerk

aa QO Qaga

Print Ballot Summary

Print List of Voters

Print Remarks

Upload Voter History (if using the QVF/EMP computer)

Upload Voter History within 7 days of the certification of the election

Uninstall the EPB software from the laptop 7 days after the canvas of the election

Delete the [ElectionDate] folder from the encrypted flash drive 7 days after the canvas of the
election

Delete the [ElectionDate] folder from the QVF/EMP PC desktop 7 days after the canvas of the
election (if applicable)

Delete any other EPB file(s) that may have been saved

Properly store the laptop and associated battery
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