
Attachment #2 

MOVE Act 
 

Posting Absent Voter (AV) Activity Using the  
QVF Absentee Voter Module 

 
 
Part 1 - Receiving an AV Application & Sending an AV Ballot: 
 

1. In QVF select File/AV Scan to open the AV Scan screen. 
 

 
 
Note:  The left side of the AV Scan screen is used for processing AV 
Applications and the right side of the screen is used for processing AV 
Ballots. 
 
2. Depending on the election type, select your Jurisdiction or School District 

at the top of the screen as shown above. 
 
3. In the Main Election field, select the election.   
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4. If the Main Election is a Primary, the Secondary/General Election field will 
automatically populate with the date of the corresponding General 
election.   

 
5. Click the Search button at the top of the screen to open the AV Voter 

Search screen. 
 

 
 
6. In the Last Name field, type in the last name of the voter and click the 

Search button to view a list of voters with that last name as shown above. 
 
7. Locate and highlight the name of the voter that you are searching for and 

click the Select button at the top of the screen. 
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8. Click the Receive button on the Application side (left side of screen) to 
record the receipt of the voter’s AV Application. 
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9. On the Ballot side (right side) of the AV Scan screen, type in ET (for 
Electronic Transmission – the ballot delivery method) followed by a six 
digit tracking number (000001).   Make certain to delete the check mark in 
the Auto-Advance field, if applicable.   

 
 The tracking number is used for tracking and audit purposes only as 

facsimile ballots do not contain an actual ballot serial number.  
 

10. Click the Send button on the Ballot side to record that a ballot was issued. 
 

 It is important that the AV record reflect the actual date that the ballot 
was sent to the voter.  
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11. After clicking the Send button on the Ballot side, note the ballot tracking 
number in the window to the left of the Send button; note that the Send 
button is now grayed out. 

 
12. Return to Step 5 to process your next voter. 

 
Part 2 - Receiving an AV Ballot 
 

1. In QVF select File/AV Scan to open the AV Scan screen. 
 
2. Depending on the election type select your Jurisdiction or School District 

at the top of the screen as shown above. 
 

3. In the Main Election field, select the election.   
 

4. If the Main Election is a Primary, the Secondary/General Election field will 
automatically populate with the date of the corresponding General 
election.   
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5. Click the Search button at the top of the screen to open the AV Voter 
Search screen. 

 
6. In the Last Name field, type in the last name of the voter and click the 

Search button. 
 

7. Locate and highlight the name of the voter and click the Select button at 
the top of the screen. 

 

 
 

8. On the Ballot side, click the Receive button to record the receipt of the 
ballot.  This step also automatically updates the voter’s Voting History.  
Notice that the Receive button is now grayed out. 

 
 It is important that the AV record reflect the actual date that the ballot 

was received from the voter.  
 

 

 6



Attachment #2 

 7

 
 

9. Return to Step 5 to process the next voter. 
 
 


