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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

¥ 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.

Y 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.

Y 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!



Election Day — Election Inspector’s Guide

Preparing the EPB for Opening the Polls

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 options

Open folder to view files
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 |
ol |- v Compu... » PublicZone (F) - |‘¢| Search PublicZone (F;, p'
Organize + Share with - Burn Mew folder =~ [ |j§|
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=

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.

o= » Computer » PrivacyZone (F:) »

Organize v L4 Open  Sharewh~  Bum  New folder = -
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N

ElectionDate Date moddied: 12/21/2011 9:01 AM
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B Video:
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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

this software was setup:

Encryption Passwore*“““m“ Enter |

Please enter a username and password to login:

1 Please enter the encryption password selected when

OHNSMITH

tn—n—tn—n—txl Enter I
Mote: This application shuts down automatically after four unsuccessful login attempts.

Shutdown |

User Name:

User Password:




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: 2
Restore
1.Click File Options R =
Print S
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
i backup that can be restored in the unfortunate event that you
3.Click this button — at the end of the path field should experience a catastrophic failure with your computer
that results in a total loss of data.
[5) Select a backup image file @ Backup File:
@Qv‘_ » Computer » PrivacyZone (F:) » - ‘€,| Search PrivacyZone (F: 2| d:\epb.pbk
Organize » New folder = - IZ@
G 3 Documents i Name ’ Date modified Type
> o Music ElectionDate 1/4/20121205PM  File folder
[, Select a backup image file @
“ :s_ Computer @'\jj’" . » Computer » PrivacyZone (F:) » ElectionDate - | +5 ‘ Search ElectionDate ol
> Local Disk (C2) - — =

> RECOVERY (D) | _

> e PrivacyZone (F:) i

Organize + New folder

| RecentPlaces  *  Name

Gid MNetwork

4 Libraries Mo iterns match your search.
1 3 Documents
rj? Music
) ent [ Pictures
Save as type: | Electronic Poll E Videos =

= Hide Folders M Computer

£, Local Disk (C)

e PrivacyZone (F:)

—a RECOVERY (R:) o

File name: epb

4.Select the drive that says

@ 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
[ElectionDate] folder

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

= Hide Folders

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!

[
[+ 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 Poll Book

Backup finished successfully.




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 = 23
File Edit Reports SysAdmin Help
Election: 2128/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP Precinct: 00001

0 Voter Search @ Voter Details Q List of Voters
# Assigned To Ballot
DLN/Name: |MCQl Search Name:  MCQVF, ALEXANDER JON DOB: 1211111928 _

This Precinct|Other | Unlisted | Address: 313 PINE ST Precinct: 00001
These voters are located within the selected inner precinct: PAW PAW MI 48079 Ballot Style: 00001
7 T o Gender: M
oter Name s
. P Reg. Date: 7129/2010
» Mcqvf, Alexander Jon 12/11/1928 Polling o | Tem | 9 )
Location:  PAW PAW TOWNSHIP HAL Eff. Reg. Date: 8/268/2010
? Mcaqwvf, Barbara Elise 2/8/1942 114 N. GREMPS ST.
Mcqwvf, Caitlin Lindsey 6/1/1985 PAW PAW MI 49079 Geography
Mcqvf, Daniel Richard 6/20/1958
? Mcquf, Faith Lynn 5M1/1918 |2 If you need to perform an action for this voter, such as issuing or
Meqvf, George Andrew 11221958 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? Mcqvf, Harry Ray 9/6/1955 this button:
Mcaqwvf, Jonathan Clark 3/6/1954
? Mcaqvf, Justin Andrew 8/11/1961
Mcqvf, Kathryn Lauren 9/15/1890 Lock this voter record
Mcqvf, Martha Carol 1/5/1931
Mcavf, Matthew David 4/1511976
? Mcavf, Paul Robert 511811987 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 3/22/1957 General Remarks
Mcaqvf, Rebecca Sandra 8/10/1935
? Mcaqvf, Richard Trent 8/11/1956 Must show ID before voting (Federal Requirement).
Mcavf, Shannon Ann 1711964 VOTING STATUS: Did not vote in precinct.
d 3
18 matching voters Total =0

JOHNSMITH

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.

C — 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.

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:



1. 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

2. Verify the voter’s information provided on the Application to Vote is the same as what is in the EPB.
3. Click Regular ballot
4. 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)
5. Click OK — the voter's name will now be added to the List of Voters
I QUF Electronc Polibook B

File Edit Reports SysAdmin Help
Election: 2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP

Voter Search Voter Details List of Voters

Assgned To Batot

_Sesrch |

i :OMcovr. CAITLIN LINDSEY DOB: 6/1/1985

Address: 619 PAW PAW ST Precinct: 00001
PAW PAW Mi 49079 Ballot Style: 00001

Gender: F

Polling  Perm |Temp |
ocation: PAW PAW TOWNSHIP HAL
114 N GREMPS ST
DAW PAW MI 49079

{Ctner |

These voters are located within the selected inner pre

Reg. Date: 6/1/1993
Eff. Reg. Date: 5/31.28

Issue a ballot Other actions

o Regular ballotr |

Spoil a ballot I

Provisional (envel§' ;.. . , baiiot
,,,,,,,,,,,, -
Challenged

You are about to issue a Regular Ballot to:

McaM, Caitlin Lindsey 6/1/1985
xrurrnocrf'f'h's voter n{'}hé This ballot number will be assigned: J00000001 j ‘

R/oTie oTATIHIC: il 1
[VOTING STATUS: Did| Q EROK | X Cancel ‘

1 matching voters |

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 T e 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
ey RE Gender: F
oter Name B
. P Reg. Date: 6/1/1993
? Mcqf, Alexander Jon 1211111928 Polling e | Tom | g )
2 Location:  PAW PAW TOWNSHIP HAL Eff. Reg. Date: 5/31/2003
7 Mcqvf, Barbara Elise 2/8/1942 114 N. GREMPS ST.
) 17 REG Mcavf, Caitlin Lindsey 6/1/1985 PAW PAW M 49079 Geography |
Mcavf, Daniel Richard 6/20/1958 3
? Mcaw, Faith Lynn 51111918 L If you need to perform an action for this voter, such as issuing or
Mcquf, George Andrew 12211938 |~/|  spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? Mcavf, Harry Ray 9/6/1955 this button:
Mcavf, Jonathan Clark 3/6/1954
? Mcavf, Justin Andrew 8/11/1961
Mcavf, Kathryn Lauren 915/1990 | Lock thls Voter re cord
Mcavf, Martha Carol 1/5/1931 L4
Mcavf, Matthew David 4/15/1976
? Mcavi, Paul Robert 511811987 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 .
Mcavf, Ray Ellen 312211957 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

JOHNSMITH Backup Overdue!



Voters with Status Flags B _
This Precmr:t]Other | Unlisted |
These voters are located within the selected inner precinct:
7~ N\ Voier Name DOB
. oter -
Some voters will have status flags that need to be addressed
K . . . . Mcavf, Alexander Jon 12/11/1928
prior to issuing a ballot. Generally, something happened in :
h . . h ds foll | Mcavf, Barbara Elise 2/8/1942
the registration process that needs follow-up. For example, a Mcaui, Caitin Lindsey 6/1/1985
signature was not obta|_ned, the_ voter missed checking an Mcqvf, Daniel Richard 612011958
answer to the citizenship question, an absentee ballot was ? Mcay, Faith Lynn 51111918 %
issued, information was obtained that the voter may have Mcavf, George Andrew 1/22/1958
moved, etc. ? Mcqvf, 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 ? Mcaqvf, Justin Andrew 8111/1961 |
next to his or her name. When a red question mark is found, Mcavf, Kathryn Lauren 9/15/1990
look to the Voter Status window at the bottom of the Voter Mcavf, Martha Carol 1/5/1931
Details screen to determine the issue. Mcavf, Matthew David 4/15/1976
? Mcavf, Paul Robert 5/18/1987
Mcqvf, Philip Carter 3/8/1980
Mcavf, Ray Ellen 312211957
Mcavf, Rebecca Sandra 8/10/1935
7 Mcqvf, Richard Trent 8/11/1956
Mcavf, Shannon Ann 17711964
Absentee Ballot sent by clerk — ‘| x
This voter was sent an absentee ballot. The Absentee Ballot [00000025] sent by clerk--\Voter must surrender ballot or
t t der th b tee ballot submit affidavit.
voter must surrender the absentee ballot or VOTING STATUS: Did not vote in precinct.

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 sent/received by clerk —

Absentee Ballot [00000028] sent/received by clerk--Do not issue ballot.

VOTING STATUS: Did not vote in precinct. .
| P 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.

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

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.

a challenged ballot. Seek assistance from the y{oot%rl'\'lsGStSaTtuASTia SC_%AdLLENGEDS CITIZENSHIP
precinct chairperson to complete this process. The 2idnotvote I preanct

o \oter's Status is CHALLENGED: RESIDENCY
EPB processing is the same as a regular voter OTING STATUS: Did not vote in precinct.
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).

Must show ID before voting (Federal Requirement) -

m — . This voter must show photo ID or a paycheck,
ust show ID before voting (Federal Requirement). e .

VOTING STATUS: Did not vote in precinct. government CheCk, Utlllty bl”, 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 xgt?lﬁsesga%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

\oter's Status is TO BE VERIFIED: CONFIRM CITIZENSHIP
VOTING STATUS: Did not vote in precinct. i 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
X i X X i WVOTING STATUS: Did not vote in precinct.
This voter must Sign 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

. ] Issue a ballot Other actions
software by typing the voter’s name into ‘
the DLN/Name field, entering the last . Regularballot
name first, select the voter's name, click | o Spoil a ballot ‘

Lock this Voter Record and: Provisional (envelope) ballot ‘

Challenged ballot \ Reject a ballot ‘

1. Click Spoil a ballot

2. Click OK — the software will Undo U
automatically enter the ballot
number you are spoiling.

3. Click OK

Spoil a ballot
poil a ballot

You are about to spoil a ballot for:

Mcavf, Caitlin Lindsey 6/1/1985
The number of the ballot to be spoiled is: [p0000001] j‘
After the ballot is spoiled, the regular

ballot process must be used to issue a X Cancel |l ave aacrric o sk ==
new ba“Ot tO the VOter Spoiling of ballot is complete. Please issue a new ballot.

X Unlock this voter wi

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

RegularBallot {0000000issued 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

Meqw, Caitlin Lindsey 80000004
00000003
2 Mcgwf, Faith Lynn 00000002




Missing Voters

Other Tab
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Updated as of 7.7.2015

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.

K5 QVF Electronic Pollbook
File Edit Reports Sys Admin  Help

Election:

Thesa voters are located within the

2/28/2012 - PRESIDENTIAL PRIMARY - PAW |

Voter Search

DLN | Name: |MCOVF, W " Search |

de Edit Reports Sy Admen  Help

— This Precinct|Ciher | Uniisted | F QVF Blectranic Pollbook
A

Voler Name
—

21282012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP Precinct: 00001

Vioter Search Vioter Details
DLN [ Name: [MCQVF, V| [ search | 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¢
| Mo VivianAnn 181973 |(Ead] .

H NI e Bl AT Location;  PAW PAW TOWNSHP HAL Eff. Reg. Date: 3/30/19¢

0 matching voters

114 N. GREMPS ST.

PAW PAW MI 49079 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 perform any actions for thi
voler, and no changes will be recorded for this voler

General Remarks

VOTING STATUS: Did not vote in precinct

1 matching voters

Unlisted

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.

File

Election:

DLN | Name: | Search |
This Precinct ono.lnlimd'

These voters were entered manually:

=) QVF Electronic Pollbook

Edit Reports SysAdmin  Help
2/28/2012 - PRESIDENTIAL PRIMARY - PAW |

Voter Search

»

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.



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:

Pull the voter’s record up in the
EPB software, lock it in if
necessary and:

1. Click Challenged ballot

2. Verify the ballot number
being issued is correct
or enter the ballot
number and Click OK

Important note: The ballot

Issue a ballot

Other actions

Regular ballot

Record an absentee ballot ‘

| Spoil a ballot ‘
Provisional (envelope) ballot |
o Challenged ballot | Reject a ballot ‘
Issue a ballot - - -

x LInlock this voter without perfo

number must be written on the physical
ballot and 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.

You are about to issue a Challenged Ba

Mcavf, Martha Carol

This ballot number will be assigned:

X Cancel

liot to:
1/5/1931

00000005 =}
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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.

To record an absentee ballot:

Pull the absent voter’s record up in the
EPB software, lock it in if necessary and:

1. Click Record
an absentee
ballot

2. Verify ballot
number
(enter if not
auto filled) is
the same as
assigned -
Click OK

Once the process is
complete, verify the
recording was done
properly by looking
for AV next to the

voter’s name, the Voter Status
screen and the List of Voters.

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

ballot number assigned.

rlssue a ballot Other actions

Record an absentee ballot |

Regular ballot

Provisional (affidawvit) ballot |

Spoil a ballot |

Provisional (envelope) ballot |

Challenged ballot Reject a ballot |

Issue a ballot —— -
_ e

Lndo |

x Unlock this voter without performing any action

Undo (Nothing to undo)
You are about to record an Absentee Ballot for:

‘ Mcqvf, Barbara Elise

2/811942

[ooooooze s

This ballot number will be assigned:

X Cancel
Voter Name DOB -
? Mcavf, Alexander Jon 121111928 [
AV Mcaqvf, Barbara Elise 2181942
REG Mcaqvf, Caitlin Lindsey 6/1/1985

Absentee Ballot [00000028] sent/received by clerk--Do not issue ballot.
Absentee Ballot [00000028] recorded at the precinct.
VOTING STATUS: Vated using an Absentee ballot.

List of Voters

# Assigned To Ballot -
Megwf, Caitlin Lindsey 80000004
00000003
00000002
00000004

Megwf, Faith Lynn
Megwf, Adrizn Lovise
Mecgwf, Barbara Elise

13



COI‘I’eCtIng MIStakeS Issue a ballot Other actions

Regular ballot ‘
If a voter i; selected !n error, simply plick " Spoil a ballot ‘
Unlock this voter without performing any Provisional (envelope) baliot |

action to return to the main screen. Challenged ballot | Reject a ballot ‘

X Unlockthis votsrwnnoutpeﬁorml@ Voter Remarks ‘ |

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:

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 = = £8 |
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/ Namo]CQVF Search Name:  MCQVF, JONATHAN CLARK  DOB: 31611954 Mot Caitin Lindsey  6060603%
This Precinct|Other | Unlisted Address: 306 E DAVIS ST Precinct: 00001 00000003
- ‘ I o I . . . PAW PAW MI 49079 Ballot Style: 00001 2 Mcgvi, Faith Lynn 00000002
ese voters are located within the selected inner precinct: Gender: M allot Style: 3 Meawf Adrizn Lovise 00000004
Voter Name DOB B : )
Polli Perm | Temp | Reg.Date:  3/6/2010 s
? Mcqvf, Alexander Jon 12/11/1928 olling .
Location: PAW PAW TOWNSHIP HAL Eff. Reg. Date: 4/5/2010
? Mcavf, Barbara Elise 2/8/1942 114 M. GREMPS ST
REG Mcqvf, Caitlin Lindsey 6/1/1985 PAW PAW MI 49079 Geography
Mcqvf, Daniel Richard 6/20/1958
? REG Meq, Faith Lynn 51111918 If you need to perform an action for this voter, such as issuing or
Meavi, George Andrew 112211958 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? Mcqvf, Harry Ray 9/6/1955 this button:
2 REG Mcgvf, Jonathan Clark 3/611954 |
? Mcqvf, Justin Andrew 8/11/1961
Meqyf, Kathryn Lauren 91511990 e Lock this voter record i
Meqvf, Martha Carol 11511931 1
Mcqvf, Matthew David 4151976
? Mcavf, Paul Robert 5181987 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 voter
Mcqvf, Ray Ellen 312211957 General Remarks
Mcqvf, Rebecca Sandra 8/10/1935
? Meqvf, Richard Trent 8/11/1956 Regular Ballot [0
Mcqvf, ShannonAnn 171964 _ || [VOTINGSTATUR 556 4 ballot Other actions
<« i L3 -
18 matching voters Regular ballot ‘

Spoil a ballot ‘

Provisional (envelope) ballot
Challenged ballot Reject a ballot ‘

Undo (Issuance of ballot [00000005])

Confirm ===

‘6' Undo the following action: [lssuance of ballot [00000005]]

X Unlock this voter without performing any action ‘

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.



Remarks
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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 nfmjm_’

To enter a General
Remark:

oter, then you cannot perform any actions for this
I be recorded for this voter.

R PJFic| et Reports SysAdmin Hel
) ] e S e General Remarks
1. Click File (or the General Soe i (rm—— e
Remarks button and skip Backug
to step 3) Restore | Use this screen to record any general remarks. M
Jptoss Date/Time User Remarks
Print Setup N
2. Click Remarks togat |1
Exit i
3. Click New I : — —
gt M}
4 Enter Remark the EPB : - llxli_.35|-inrtqrmledcamaigners they must be 100 foot from the entrance to the
. y polling location
. ul
automatically records the date i i
and time of the entry, i [ Remaks S AR . e Ty
hOWGVGI’, addmg the time is il : Use this screen to record any general remarks. ‘al. Close
recommended as the EPB is i |
not always ava”able for p New I L4 1/19/2012 4:36:30 PM ADMIN Al 4:35 - informed campaigners t..
remark entry at the time the - Ao | xconel
event took place. [M_.
]
5.Click OK !
6.Click Close |
| | & Delete
To tie a Remark to a specific voter: Issue a ballot Other actions

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.

Click OK

Record an absentee ballot |

Regular ballot

Provisional (affidawvit) ballot |

Spoil a ballot |

Provisional (envelope) ballot |
Challenged ballot |

Undo Undo (Nothing to u

Reject a ballot |

ndo)

X Unlock this voter without performing any action |q10te[ Remarks Label |
—_—————— e o ), o@

——
Remarks about the selected voter
———— -

-

=)

Qﬂother states this voter lives out of state now.

FR oK X Cancel

15




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 REJ ect a ballot: Issue a ballot Other actions

Regular ballot

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

Spoil a ballot ‘
the voter’s name into the Provisional (envelope) ballot | .
DLN/Name field, entering Challenged ballot | Reject a ballot ‘
the last name first, click Retabalot

Lock this Voter Record and:

X Unlock this voter without performing any action

You are about to reject a ballot for:

1. Click Reject a ballot
2. Verify ballot number is

Mcavf, Jonathan Clark 3/6/1954

The number of the ballot to be rejected is: [o0000008] ﬂ

the same as assigned - - i
Click OK g e QVF Electronic Poll Book e
. A Ballot may only be Rejected for:
3. Click OK
4. Record a VOter Remafk 3 iﬂxﬂjws:gm;tub/# does not agree, or
. . 3) Ballot was left in booth/voter did not tabulate.

(see instructions above) - ifveterdidner bt

that |nC|udeS the reason PLEASE NOTE THE REASON THE BALLOT WAS REJECTED IN REMARKS

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).

Prile) £t Reports Sy Admin _Hel
- - Un-sisued Defective Ballggs F3
Un-issued Defective —
il (TESE——— T - T |
Ballots
Restore Use this screen to record un-issued ballots that are rendered defective. B Close [
If a ballot becomes unusable and it is e, (BT
within the number range being used, togou
. . . Bat
it must be recorded as defective in
the EPB software to ensure a"wm‘“m““ )
balancing at the end of the night. kS Sheioonnt
Balot Number Range  [00000034  To [00000035
(2 ballots)
To record defective ballots: Rets
Babots ripped when pulled out of the package|
Click File Unisued Defective Botots  MRUMINE MRS - [
CIICk Un_lssued DefeCtlve Ba”OtS Beﬂ?fjﬂ"ﬁ?@ﬂﬂ ‘ Use this screen to record un-ssued ballots that are rendered oclecilveal‘ Close

Click Render Ballots Defective
Select the ballot style, enter the
ballot number range, and record
the reason the ballot is defective.
Click OK

Click Close

el

oo

ROK | X Cancel |
00001 00000035

Ballots ripped when pulled out of the pack

Render Baliots Defective Un-Render Ballots Defective




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 total loss of data.

Backup

Backup File:
[F2ElectionDate'epb.pbk

Do |

=

Confirm

‘.6.‘ Fi\ElectionDate\epb.pbk already exists. Overwrite

—

QUF Electronic Poll Book [EE)

Backup finished successfully.

4

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.

Login

Note: This application shuts down automatically a

fion password selected when

Enter

Encryption Password:

Please enter a usernai password to login:

JOHNSMITH

|rxtrttxtrxt

User Name:

User Password:

Shutdown

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-issued Defective Ballots ~ F3
Remarks Fa
Save History

Badkup

Restore

Options

Print Setup

Exit %

F11

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

lar ballot.

Total =1

‘ JOHMNSMITH )



Electronic Pollbook Election Inspector Manual
Provided by the Michigan Bureau of Elections

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.

Updated as of 7.7.2015

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

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

1m Edit Reports Sys Admin Hel|
Un-issued Defective Ballots F3
Remarks F4
Save History

Backup
2 Restwk

Options

Print Setup =

=2

Logout
Exit

[+ 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:
d:\epb.p
[5) Select a backup image file . — lé]
@Uv|- » Computer v PrivacyZone (F:) » - ‘ J,.| | Search PrivacyZone (F:) 2 |
| — A=
Organize + Mew folder d= - (7]
il Recent Places  * Name Date modified Type
. e . ElectionDate 1/27/201212:14 PM  File folder
wl Libraries | ¥
3 Documents
J’. Music
le= Pictures
E Videos 3
1% Computer

&, Local Disk (C:)

am PrivacyZone (F:) [} Select a backup image file . B [ﬂ
RECOVERY (R:) -
= - 4] @uv‘ .+ Computer » PrivacyZone (F) » ElectionDate v|“,‘ Search ElectionDate Dl
- S -
Lichaime m Organize » New folder == - @'
Save as type: :Electromc Boll By =l Recent Places  + Name ° Date modified Type
¥ epb 2/3/2012 9:00 AM Dial-Up Phenebook
4 Hide Folders =5 Libraries = &P /3 Al ial-Up Phoneboo
3 Documents
J’. Music
=) Pictures
E Videos 3

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

- |« [}

File name: ephb

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

# Hide Folders
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Restore ﬁw
[+ Close
7. Click Restore 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

8. Click Yes 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

9. Click Yes severely enough so you would be willing to lose all changes that
were saved since your last backup was created.

10. Click OK
Backup File:
lF:\EIectlonDate\epb_pbk _l
fA)Restore
Conﬁn‘n I e g . o A—— ﬂ1

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

WARNING: You are atternpting to restore a backup that was created on 1/19/2012 8:21:02 AM. If you proceed, all data contained
within your current Electronic Poll Book / Precinct List will be COMPLETELY DELETED and REPLACED with the data contained in
the selected backup.
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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.

Edit Reports Sys Admin Hel|

Un-issued Defective Ballots F3

One Final Backup

After all voters have been
processed in the EPB, perform one
last Backup to ensure all data is
saved to the encrypted flash drive.

1.Click File
2.Click Backup
3.Click Backup
4.Click Yes
5.Click OK

Creating Reports

(2

Remarks
Save History
Backup
Restore
Options
Print Setup

Logout
Exit

F4

[

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 restored in the unfortunate event that you
should experience a catastrophic failure with your computer
that resuits in a total loss of data.

Backup File:

F-\ElectionDate'epb pbk

Confirm

[

‘é‘ F:\ElectionDate\epb.pbk already exists. Overwrite

Fom—

QUF Flectronic Poll Book (SRESE

Backup finished successfully.

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 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.



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
1. Click Reports
2. Click Ballot Summary

Remad:

List of Voters

Balict Surnenany,
Defective Un-aded

Actvey Log Report
Enter the Number of ballots
delivered to precinct for each ballot

style:

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.

Sys Admn  Melp

Summary:

Baticr Summary Report

NUMBER OF BALLOTS DELIVERED TO PRECINCT:
A Number of ballots delvered 10 precinct

[ [Styte [Starting No[Ending No[Count [ & Delete|
00000101 00000300 200

Total =

08 Number of AV retum emvelopes received by board

C. Total

NUMBER OF BALLOTS AT CLOSE OF POLLS:
D Number of baliots tabulated (Enter Tabulator
Public Counter reading)

E_ Number of AV balot ervelopes delivered to
precinct which cid not contasn a ballot or
were not processed for any reason

F. Number of ballots reissued 10 valers who sposked
their baliot ai the poling place (spoiled of
defective baliots)

G. Number of ballots rejecied

4. Number of ballots used by election inspediors for
balot dupication

| Number of PROVISIONAL “enveiope™ balots
issued

J. Number of UNUSED BALLOTS

[ Istyle [Starting No[EndingNo[Cout | B Delete]
G‘ 000000117 00000300 184

Total= [184

I ‘ K Total of Lines D, E. F, G H, land J

| L. Difference

© .0 rreven |

B cose | |

200

202

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

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



The Ballot Summary report will pop-up after
clicking Preview. Be sure to review the summary
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S0 BEEM 1 wm o] teen |

229200 - PRESIDENTIAL PREMARY . PAW PAW TOWNSHIF
FEXCINCT so0al

BALLOT SUMMARY

WE CERTIFY THE FOLLOWING:
NUMBER OF BALLOTS DELIVERED TO PRECINCT:
A NumBer of ofiaal baliots Selvered 1o precinct

Ballot Style  Staming No. Esdieg No.  Ceuwm
to ensure all information was entered correctly Bosey "~ R8O, L 2
and that the summary balances (Line L = 0). s
B MNuonber of 3oent voler teturm sowaloped seceied by boasd 2
e
At this point, the Ballot Summary must be saved
. . NUMBER OF BALLOTS AT CLOSE OF POLLS:
to the encrypted flash drive. If your precinct has o e s =
the ability to print, the Ballot Summary should be £ ormbar of AV baot emvelopes Gaiaeed 83 peacinct which dd act contam o
printed as well. Otherwise, the reports will be A i A
. .« . F N of bl s ther o he 2
printed at the Receiving Board. oo popiror o e
G Mumber of ballots regected 0
H Number of balicts uhed by slection wapoecton kir balict Suciications 0
| Phomber of PROVISIONAL “envelope” balicts isweed '
4. Nursber of UNUSED BALLOTS (excess afets)
Ballot Seyle  Szarting No.  Eadieg No. Coum
MNome| 00000197 00000300 N-l-
134
P Total of Lines D.E. F. G, H. Land J Gllwst maich Line C above) 202
L. Oderence: 0
Report Preview [Ballot Summary] e —

EEEF: -« »ow

2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAY

PRECINCT 00001
—_—
-
[S) Save As % ——— Em
GO;— » Computer b PrivacyZone (F) » « [ 43 ]| Search PrivacyZone (F) )
- |
WE CER —
NUmBeR] | Oroenize T Newfolder =- @ |
=
¥ Favorites o Name Date madified Type '
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To save the Ballot Summary:

1. Click the .pdf button IE 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
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Save as type: [Adube Acrobat files (*.pdf)
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report (if applicable), close out of the preview screen
and close the Ballot Summary screen as well.
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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]
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Activity Log Report
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screen. Organize *  New folder =~ @

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

preview screen.
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Electronic Pollbook Election Inspector Manual
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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
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P I3 Report Preview [Remarks]
allot Summé
DefectiveUn-& BEE [0 W« » 0 o —J .
To save the i
ivity Log F
Remarks report: R
11/672012 - STATE GENERAL - PAW PAW TOWNSHIP
1. Click Reports FREcCT
REMARKS
2. C||Ck Remarks Date / Time User Voter#  Voter Name Remarks
272012125146 P JoRNSITH T '1‘3333, fgmemmpa‘amasm"y e
. om the entrance of the polling
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the screen. I} Save As

OQ ’A- » Computer » PrivacyZone () » ElectionDate

4. The [ElectionDate] folder
selected for the last two reports
should automatically pop up.

Organize v New folder
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recorded Remark for the report to - e o
save. File name: .
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After the Remarks report has been saved, print the report (if using printers in the precinct) and close out of the
preview screen.
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Electronic Pollbook Election Inspector Manual
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Save Voter History

Updated as of 7.7.2015

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

Remarks F4
2 Save History

Backup % N — \

Restore [5) Save history as -

Options [ @ & » Compu;er » PrivacyZone (F) » ElectionDate Garch ElectionDite ) ‘

Print Setup [l e —— — =
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i

To save Voter History:
1. Click File
2. Click Save History

3. Delete “d:\" in the file name
by placing the cursor at the
beginning of the File name
field and using the delete
key on the keyboard. Then
verify you are in the folder
for the election and the
PrivacyZone.

-4 Libraries
:‘1 Documents
J’ Music
= Pictures
E Videos

18 Computer
f,, Local Disk (C:)
o PrivacyZone (F:)
a RECOVERY (R:)

Filen

m

No items match your search.

»

v

Save as type: [Text files (*.txt)

]

4 Hide Folders

0 Save ] [ Cancel }

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.
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for saving reports.
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Once all reports have been saved, all programs can be closed and
the laptop shut down. Return all items to the case, except the
encrypted flash drive. The encrypted flash drive must be placed
into the container the Clerk recommends, sealed (either an
envelope with ared paper seal or an approved container and
the appropriate seal), and returned to the Clerk on election
night.




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

. . . 1-Zip »

1. Right click on the file NOVEMBER ©

2. Click Open with - - Scan for Viruses...

3. Click "ChOIOSF-Z‘ default e Open with P | & Windows Exph
program if given menu Restore previous versions 2 WinZip
option !

' Open with Send to 4 Q_Chouse defaul
Choose the program you want to use to open this file: Cut
s
= File:  MAY_CONSOLIDATED_FAITHORN_TOWNSHIP.zip...
[ Recommended Programs
9. Windows Explorer &Y winzo 4. Select Windows Explorer
=)l Microsoft Corporation "=}, WinZip Computing, 5. 5. Check "Always use the selected program
Other Programs v to open this kind of file"

6. Click OK

Q Always use the selected program to open this kind of file

If the program you want is not in the list or on your computer, you can look for the appropriate program on the

Web.

Q OK H Cancel l




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.


http://en.wikipedia.org/wiki/Access_control
http://www.michigan.gov/sos/0,1607,7-127-1633---,00.html

Quick Reference Checklists
Pre-Election Day — Clerk Setup

General Laptop Preparation

a
a
a
a

Update antivirus software

Ensure print driver software has been installed (if applicable)
Update Windows

Fully charge battery

EPB Software Download from QVF/EMP

aa Qaa

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)

EPB Installation on laptop

aaaaaa

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

Election Day — Election Inspector Setup

Preparing the EPB for Opening the Polls

aaaaaa

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

Throughout the Day

a
a
a
a

Assign ballots and ensure all voters are documented in the EPB software
Verify status problems

Backup the EPB software regularly

Record Remarks as necessary

Closing the Polls

aaaaaaaq

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



Post Close of Polls

Receiving Board

a
a
a
a

Clerk

aa QO Qgaa

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



