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How To Use This Manual

Document Conventions

This manual cross-references Florida Statutes regarding election law and procedures. In Florida
election law, the Manager (or Assistant Manager) is referred to as a “Clerk”. To learn more, visit
https://dos.myflorida.com/elections or scan this QR code.

Informational Symbols/lcons
The following icons are used to emphasize information:

A Alert — indicates alert; warning; special attention needed
Information — indicates highlighted or additional information

Deadline — indicates a time sensitive issue or a deadline

Assistance
If you have any questions about the material covered in this manual or need further assistance, please contact:

Call Center: (904) 255-VOTE [8683]
Manager Hotline: (904) 255-3466
Technology Hotline: (904) 255-3477
Website: www.duvalelections.gov
Education/Outreach Email: DuvalElectionsEdu@coj.net
FL Division of Elections Voter Fraud Hotline: (877) 868-3737

Jerry Holland Main Office Elections Center
Supervisor of Elections 105 East Monroe Street 1 Imeson Park Blvd
jholland@coj.net Jacksonville, Florida 32202 Jacksonville, Florida 32218

(904) 318-6877

Justin Gicalone Robert Phillips

Deputy Supervisor of Elections Special Assistant to the Supervisor of Elections

jgicalone@coj.net phillips@duvalelections.gov

Jennifer Casey Halley Kunda Roxy Tyler

Director of Education & Outreach  Education & Outreach Specialist Education & Outreach Specialist
jenniferc@coj.net hkunda@coj.net rtyler@coj.net

(904) 255-3424

Sommer Sallette Autumn Cato Cody Childress
Poll Worker Services Supervised Voting/Early Voting Director of Elections Center
shinson@coj.net autumnf@coj.net cchildress@coj.net

(904) 255-3439



Chapter 1- Introduction
(Sections 102.031, 102.012, 102.014, Fla. Stat.)

A Manager is responsible for the management of the polling place and poll workers. A Manager (or Assistant
Manager) is stationed at the Help Desk to process provisional ballots, resolve voter challenges, address voting
situations and check in voters when there are no special situations to address. A Manager has the added
responsibility of transporting secure election supplies, contacting poll workers for Pre-Election Setup, setting up
and taking down the polling room, and making sure that all procedures are followed correctly. A Manager or
Assistant Manager will relieve poll workers when they go on break.

A. Overview
Here is an overview of action items for Managers.

Review Manager Packet

Attend Manager's Pickup

- Call facility to schedule visit
to polling place and to
schedule Pre-Election Setup

- Call all staff to confirm their |- Pick up Yellow Bag
assignments and confirm who

: : Host Pre-Election Setup
- Bring your picture ID

- Verify equipment delivery
- Verify contents of Yellow Bag

will attend Pre-Election Setup | 3nd ask questions - Read special instructions

- Visit your polling place no - Set up polling room

later than 4:00 p.m. on Friday - Communicate reminders to
before election to check access staff

Opening Procedures

At the Help Desk

- Call Manager Hotline to report
if you were able to get inside
your facility - Operate EViD Edge

- Handle payroll, oath, ID badges| - Update voter registrations

Closing Procedures

- Announce closing of the polls

- Conduct safety briefing - Issue provisional ballots - Transmit election results
- Set up inside polling room - Handle special situations - Complete ballot reconciliation
- Set up outside polling room - Complete Trouble Log

- Clean up polling place
- Set Ready for Voters status on
EViD at Help Desk

- Announce opening of polls

- Complete Manager's Drop
Zone Checklist

- Dismiss poll workers

- Deliver bags to Drop Zone




B. Training Manuals
(Section 102.014, Fla. Stat.)

The Handbook for Precinct Managers details all the procedures and
documents that are the responsibility of a Manager on Election Day. The
Precinct Manual for Poll Officials details the laws and procedures that must
be followed by all poll workers at every polling place on Election Day. In many
cases, the Handbook for Precinct Managers will reference the Precinct
Manual for Poll Officials for specific procedures and then provide additional
information relevant to the role of a Manager.

All poll workers are expected to familiarize themselves with the manuals in
the time between their training and their work assignment. Poll workers are
required to bring their manuals with them on Election Day.

C. Quick Reference

DUVAL COUNTY &
SUPERVISOR OF ELECTIONS [

JERRY HOLLAND %

PRECINCT
MANUAL

for Poll Officials

2024

e people by pr 1g fair, accurate
ith transparency and integrity.

The various bags referenced in this manual will be referred to by the naming conventions below. For a complete
list of all bags and their contents, please see Visual Aid Packing Chart (p. 17).

Yellow Bag

Orange Bag

Teal Bag

Gray Bag

Black Pouch

White Bag
Administrative Folder

Red Bag

Blue Bag with Red Handles

Purple Bag
Brown Form Folder
Clear Form Folder

Blue Bag
Blue Pouch

Green Bag

Essential Items

Voted Provisional Ballots

Ballot Report Form (practice and final)
Unscanned Ballots

Memory Stick/Activator/Hotspot
Paper Register

Manager’s Resources

Voted Ballots

Ballot Stubs and Partials

Administrative Supplies
English Forms
Spanish Forms

Precinct Supplies
Supplies

Extended Hours Only

to the Help Desk and returned in the Purple Bag. See Unpacking the Bags (p. 19).

n The Administrative Folder starts in the Yellow Bag. On Election Day, the Administrative Folder is moved



Chapter 2 - Before Election Day

A. Staffing Assignments

Poll Worker Services will mail you a Manager Packet which includes your precinct assignment, a Staff Roster with
contact information, and a Blue Polling Place Sheet with assigned polling place contact information. Expect this
to arrive by USPS approximately three weeks prior to Election Day. An updated Staff Roster will be emailed the
week before Election Day.

[0 Communicate with the polling place contact person to:
o Schedule a visit to your polling place before 4:00 p.m. on Friday before the election.
o Schedule Pre-Election Setup the day before the election (if your facility will allow it).
o Verify who will open the polling place on Election Day morning at 6:00 a.m. and obtain a cell
and/or home phone number of that person. Do not assume that the contact person you meet
for your site visit or for Pre-Election Setup is the same contact person for Election Day.

[0 Contact your staff within 48 hours of receiving your Staff Roster to reconfirm that (1) they will be
working on Election Day and (2) they know their precinct number and polling place. Remind poll workers
that arrival time on Election Day is 6:00 a.m. sharp.

O If anyone will not be available to work on Election Day, email Poll Worker Services at
DuvalElectionsEdu@coj.net as soon as possible so that a substitute may be found. If you are not notified
of a substitute within 48 hours of the election, call the Manager Hotline.

O You can invite three poll workers to join you for Pre-Election Setup. Make them aware of the additional
$25 for their service and provide them with the date/time. While participating in Pre-Election Setup is
not required of poll workers, many will accommodate this request as it makes Election Day morning
easier for everyone.

If the facility contact person or phone numbers are not the same as those listed on the Blue Polling
Place Sheet, call the Manager Hotline with the update.

B. Visit to Polling Place

Most election equipment is delivered to precincts by Friday before the election. Managers are required to visit
the polling place no later than 4:00 p.m. on Friday before the election to verify delivery of equipment. If Poll
Worker Services notifies you that the delivery of equipment to your precinct will be on Monday before the
election, then you do not need to visit your polling place until you meet for Pre-Election Setup on Monday.

[0 Ensure that you know how to open the polling place and that your key (if provided) works. Some
locations may also provide you with an alarm code. Some locations have their own representatives open
the building for you on Election Day.

O Identify the polling room and where to locate your equipment. Do not change the polling room to a
different room in the building. If there are any facility issues, notify the Manager Hotline immediately.



Duval County Supervisor of Elections
Polling Place Information Sheet
Presidential Preference Primary
March 19, 2024

*Remember to put your A Frame in the path of voters entering Facility*

Precinct #: 503

Precinct Name: Cuba Hunter Community Center
Precinct Address: 3620 Bedford Rd

Precinct Zip Code: 32225

Precinct Contact: Mawiya

Precinct Contact Phone Number: (904)509-1263

Opening Instructions: Location will open for manager.

Key Information: Key Provided in Yellow Bag Alarm Code: 100100
EViD Clerk Code/Security Code: duvppp24

ExpressVote Code: election.105

Facility Notes:
Camera Information:

Assigned Drop Zone: Balis Community Center/ San Marco
Assigned Drop Zone Address: 1513 La Salle St
Jacksonville,32224

Assigned Rover: Tabitha Robinson
Rover Contact Information: 904-993-3032

Site has 1 call bell. — See instructions in call bell box for placement.

Ramps: 0
Cone Placement:

See back pages for ADA Pictures.

Blue Polling Place Sheet (front)

10



Blue Polling Place Sheet (back)

11



C. Manager’s Pickup
On Monday before the elections, pick up your Yellow Bag at the Elections Center or your selected remote pickup
site. Only Managers or Assistant Managers may pick up the Yellow Bag.

O

O

Follow the directional signs and cones. Provide a picture ID to the Elections Center staff. You will be given
the Yellow Bag.
Before leaving Manager’s Pickup, verify that these items are in your Yellow Bag:

o Blue Polling Place Sheet (facility contact list, key
status/alarm code, voting systems codes, ADA
information, Drop Zone assignment and Rover
contact information)

Facility Key, if applicable

Black pouch with two EViD activators S VAL GRSNTY, PLom
Take your Yellow Bag inside your home. Do not leave election ‘
materials in your vehicle.
If unsure about anything — park and see the Warehouse
Manager or Precinct Coordinator.

ESSENTIAL I(TEMS

D. Pre-Election Setup
(Sections 102.031, Fla. Stat.)

Bring your Yellow Bag with you to Pre-Election Setup. By noon on Friday, the movers will have delivered your
equipment and supplies. Notify the Manager Hotline immediately if your equipment has not been delivered,
keys do not work, or if your bags are missing items.

Pre-Election Setup Checklist

12

O Verify delivery of election equipment and confirm that the precinct number on the label matches your

precinct assighment:

o 4 Bags tied together (Purple, Blue, o DS300(s) in free standing black case(s)
Red, Blue with Red Handles) o ExpressVote in soft black case
o EViID Compacts in black cases o ExpressVote printer in black laptop case

o EVID Edge in gray hard case
Confirm that the following additional equipment has been delivered:

o Voting booths in silver cases o Orange cones (large and small)

o ADA booth o Sign Kiosk

o ADAtable o Ramps (only certain precincts)

o A-frame sign o ADA orange cones (only certain precincts)
o Chairs (only certain precincts) o Call bell (only certain precincts)

Become familiar with your supplies using the Visual Aid Packing Chart found in the Administrative Folder
oronp. 17.

Read and follow the directives listed on the Manager’s Special Instructions found in the Administrative
Folder.

Familiarize yourself with the building in preparation for your Emergency Safety Procedures Briefing on
Election Day. Determine emergency exit route and emergency meeting area. See Safety Briefing (p. 14).



O Direct poll workers to set up the polling room. See Precinct Manual for Poll Officials, Set-up Inside the
Polling Room (Ch. 2).

O Lock up the facility when you leave and take the Yellow Bag back with you to your home.

[0 Locate your Drop Zone assignment found on the Blue Polling Place Sheet. Consider driving from the
polling place to the Drop Zone location if unfamiliar with the route.

If desired, you may start up your MiFi hotspot, EViDs and ExpressVote to check connectivity. See
Precinct Manual for Poll Officials, Voting Systems Operation (Ch. 7). Place the Opening Reports in the
EViD Accordion Folder. While you may leave them plugged in, you must shut them down and remove

the EViD activator and return it to the Black Pouch in the Yellow Bag.

A Do not break any seals during Pre-Election Setup. The only time you may break seals is on Election Day.

13



Chapter 3 - Opening Procedures
(Sections 102.012, 102.031, 101.5610, 104.29, Fla. Stat.)

The first thing you should do on Election Day is call the Manager Hotline to report if you have been able to get
into your facility. It is important to know that the public and the media are allowed to witness the assembling of
the precinct before the polls open, but photography is not allowed. The Manager should designate an area for
public observation as the public is not permitted to wander around the polling room.

A. Payroll

Retrieve the Payroll Envelope from the Yellow Bag and have all poll workers
sign the Payroll Sheet. They must verify their address on the Payroll Sheet
before signing. The address we have on file is the mailing address we use to
issue the paycheck. Make a note on the Payroll Sheet to indicate which 4 poll
workers attended Pre-Election Setup. If an assigned worker fails to report at
6:00 a.m. you must call the Manager Hotline immediately so that an
alternate may be assigned. Indicate on the Payroll Sheet that the worker did
not report and the reason, if known. Alternates who arrive should be added
to the Payroll Sheet. Place the signed Payroll Sheet in the Payroll Envelope.

B. ID Badges

Retrieve Election Day Poll Official ID Check Form and the ID badges from the
Yellow Bag. All poll workers must present a valid photo ID. Verify that the
photo ID of each Board Member matches the ID badge. ID badges are to be
worn for the entire Election Day. The Manager and Assistant Manager must
sign the Election Day Poll Official ID Check Form. Place it in the Payroll
Envelope and return it to the Yellow Bag. If an alternate poll worker arrives,
be sure to verify that their photo ID matches their ID badge.

C. Oath of Election

Retrieve the Oath of Election Form from the Brown Form Folder in the Purple
Bag. Administer the oath of election to all poll workers (except the Deputy
who was sworn in during training). The Assistant Manager administers the
oath to the Manager. After all poll workers sign the Oath of Election Form, file
it in the Completed Documents Envelope. If an alternate poll worker is
assigned, they should take the oath upon arrival and sign the form.

D. Safety Briefing

RETURN N YELLOW BAG
il Illl.l‘lzlllll
PAYROLL ENVELOPE
I

PAYROLL ENVELOPE

PpavmoLOZY

SAMPLE PAYROLL SHEET
Supervisor of Elections

Grnen, William

OATH OF ELECTION BOARD MEMBERS

4 PRECINCT.
ELECTION DATE.
We. the undersigned members of the Election Bosrd for he sbove-numbered precinct

affirm that we wil perform our respectve duies aocording 10 the lsw and wil endesvor
fo prevent fraud. dece?, and abuse.

Proonct Mansger Asztant Manager Tnapacior

inspecior inspecior inspecior

It is important that all poll workers are aware of what to do in an emergency (e.g., bomb, electrical outage, fire,
knife/shooting, flood, or other disaster). Prior to Election Day, the Manager will identify the emergency exit

route from the polling room and will designate a meeting area outside the building. On Election Day, prior to the
polls opening, the Manager will conduct the following emergency procedures briefing. For additional safety

information, see Precinct Manual for Poll Officials, Contingency (Ch. 9).

1. Provide poll workers with the name of the facility where they are located.
2. Advise poll workers that if they hear a fire alarm and/or if the Manager announces that an evacuation is

necessary, they should exit the room.
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Give the poll workers direction as to how to exit the building (i.e., “Turn left, walk about 10 yards and
look to your left where you will see a door marked FIRE EXIT”).

Give the poll workers directions to the location of the pre-designated meeting area outside the building.
The Assistant Manager calls 911 in case of an emergency requiring assistance from the police, fire
department, or medical personnel. The Assistant Manager must have possession of the written address
of the polling place and a cell phone. The Assistant Manager should direct emergency personnel when
they arrive. After the Assistant Manager calls 911, they should immediately call the Manager Hotline to
report the emergency.

Assign a poll worker to oversee assisting voters in exiting the building safely and quickly.

Ask if any of the poll workers have special health or medical conditions that the group needs to be aware
of in case of an emergency.

Remind poll workers that if there is an active shooter to “Avoid, Deny, Defend”. Share any specific details
about your facility that may be relevant (i.e. inaccessible rooms, additional exits, situational awareness).

Manager Announce calmly that the polling room must be evacuated. Retrieve the
Staff Roster (if the situation is not life-threatening). Once outside, take roll
to account for staff. Follow instructions given by emergency personnel.

Assistant Manager Call 911 and provide emergency personnel with address of polling place.

Inspector Techs If the situation is not life threatening, unplug the tabulator but leave the
screen up. Carefully roll the tabulator to the designated meeting area.

Deputy Ensure everyone exits in a safe and orderly manner.

A Do not re-enter the building until directed to do so by emergency personnel or law enforcement.

General Polling Place Security

Make sure that your cell phone is fully charged and turned on for Election Day!

Continually monitor entrances and exits to ensure that only authorized persons are in the polling room
and any surrounding restricted areas.

Prevent unauthorized access to equipment, election materials and sensitive and/or confidential
documents including signed forms, voted ballots, ballot stock and provisional ballots.

Follow established procedures for securing, counting, and transporting ballots.

Use the Trouble Log to document procedures, incidents, and troubleshooting.

Ensure electronic transmission of results, data, and files are secure. For example, if the signal is wealk,
exercise caution if moving equipment to window or door within public view or access.

Review Chain of Custody procedures.

Review your emergency procedures for responding to a threat to public safety.

Do not allow a sheriff, Deputy, police officer or other officer of the law to access a polling room until the
Manager or majority of the Inspector Techs grant permission or unless the member of law enforcement
is there to vote. When a Deputy is allowed inside the polling room in an official capacity, a Deputy is
subject to the Manager’s or Inspector Tech’s commands.

If there are disruptions outside the polling place, the Deputy may need you to reinforce their
instructions. You may also call the Manager Hotline for additional assistance. If the situation is life
threatening, call 911.
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E. Set Up the Inside Polling Room

If your poll workers did not meet for Pre-Election Setup on Monday before the election, ensure that poll workers
assemble voting booths, arrange the room for an orderly flow of traffic, situate the Help Desk clear of the Check-
In Station, set up Sign Kiosk at the Help Desk, position the tabulator near the exit and at a distance from the
voting booths. See Pre-Election Setup (p. 12).

F. Technology
Ensure Inspector Techs set up and power on the MiFi hotspot, electronic poll book(s), ballot-marking device(s) and
the tabulator(s). For detailed procedures, see Precinct Manual for Poll Officials, Voting Systems Operation (Ch. 7).

MiFi Hotspot
Provide the Inspector Techs with the Black Pouch from the Yellow Bag. They will complete opening procedures.

Ballot-Marking Device
Provide the Inspector Techs with the round barrel key from the Yellow Bag. They will complete opening
procedures.

Electronic Poll Book(s)

Provide the Inspector Techs with the EViD activator from the Black Pouch. They will complete opening
procedures at the Check-In Station. The Manager will set up the EViD Edge and the ExpressVote printer at the
Help Desk. See Setting Up the EViD Edge Tablet (p. 60).

Tabulator(s)
Retrieve the Broken Seals Envelope from the Purple Bag and provide it along with the Black Pouch, the flat silver
key, and the flat black key to two Inspector Techs to open polls on the tabulator(s).

Once the technology is all operational and polls on the tabulator are opened, place the signed Zero Tape into the

DS300 Tape Envelope in the Yellow Bag, return the Broken Seals Envelope to the Purple Bag, return the Black
Pouch and all keys to the Yellow Bag. You may also choose to wear the keys on your wrist, if preferred.
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G. Chain of Custody Log

Retrieve the Chain of Custody Log from the Brown Form Folder. Verify in Section 1 on the Chain of Custody Log
that the serial number, tracking number, the three white seal numbers on the tabulator(s), and the orange seal
are accurate. Remove red label seal on the top of the tabulator(s) and place it on the Chain of Custody Log. Do
not remove the orange seal. If the orange seal appears to have been tampered with, contact the Technology
Hotline. If you have two tabulators, be sure to verify both of them. The Manager and Assistant Manager should
sign Section 1 of the Chain of Custody Log. Return the Chain of Custody Log to the Brown Form Folder.

Return inside CHAIN OF CUSTODY LOG

the PURPLE BAG

PRECINCT: 101 SECTION 1 — BEFORE OPENING THE POLLS ELECTION DATE: August 20, 2024
DS300 White Seal  White Seal  White Seal Orange Seal

Serial.# DS0111320210 DS300 80431 80432 80433 76110

Tracking # DS077 Seal #

DS300 White Seal ~ White Seal  White Seal Orange Seal

Serial # DS300

Tracking # Seal #

Place Red Label Seal Here

| hereby certify that the seal numbers recorded above correspond to those affixed to the DS300 prior to opening the polls and that there is

no evidence of tampering. .
ﬂ/]//;‘- o Cix \‘\V\W

Precinct Manager's Signature Assistant Manager's Signature

H. Visual Aid Packing Chart

All supplies and documents required for Election Day can be found on the Visual Aid Packing Chart (see next
page). There is also a copy in the Administrative Folder. Please note that the Administrative Folder is initially
provided to you in the Yellow Bag. While you are setting up the polling room on Election Day, you will move the
Administrative Folder to the Help Desk. See Unpacking the Bags (p. 19).
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I. Unpacking the Bags

Distribute items from the Yellow Bag, Purple Bag, and Blue Bag using the chart below. All communications
printed in both English and Spanish must be placed conspicuously inside the polling room. Any supplies not

listed below remain in their bags.

Distribute supplies from the Purple Bag as follows:

Provisional Ballot Envelopes Help Desk
Pink Secrecy Sleeves Help Desk
Brown Form Folder Help Desk
Clear Form Folder (Spanish) Help Desk
Completed Documents Envelope Help Desk
Surrendered VBM Ballot Envelope Help Desk

Voter Information Binder

Help Desk (in front of Sign Kiosk)

Distribute supplies from the Yellow Bag as follows:

Administrative Folder

Help Desk

Valid ID Sheets

Check-In Station

EViD Accordion Folder

Ballot Station

Spoiled Ballot Envelope Help Desk
Orange Bag Help Desk
List of Provisional Voters Help Desk
Completed Multipurpose Form Envelope Help Desk

Distribute supplies from the Blue Bag as follows:

White Secrecy Sleeves

Ballot Station and Help Desk

Scanners Check-In Station

“I Voted” Stickers Tabulator

Pens Check-In Station

Deputy Vest Deputy

150’ Measuring Line Deputy

“Help Desk” Sign Help Desk

Note Pad Check-In Station

Styluses Check-In Station/Help Desk

J. Ballot Accounting

Retrieve the Practice Ballot Report Form from the Teal Bag. Compare the ballot styles and the number of ballot
pads on the top portion of the Practice Ballot Report Form with the actual styles and number of pads stored in
the tabulator’s ballot bin. After verifying for accuracy, write the same information to the right of the pre-printed
information and record the totals on Line 1. Return the Practice Ballot Report Form to the Teal Bag until ready for

use after closing the polls. Report missing items to the Manager Hotline immediately.
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BALLOT REPORT FORM PRACTICE
Dvial County. Flosida BALLOT REPORT FORM
PRECINCT: 101 ELECTION DATE:
PRE-ELECTION BALLOT ALLOCATION
];":lll"_‘ # of Pads M;’;;P” #of Ballots | Ballot Style | # of Pads B“";’;z Per | 4 of Ballots
001 41 25 1025 0] T 15 0Ls
Total Pads Packed: #h Total Printed Ballots Packed: (1) | s

K. Set Up Outside the Polling Room

Retrieve the deputy vest and 150" measuring line from the Blue Pouch. Locate the outdoor sign package and
cones. Provide all items to the Deputy. Ensure that the Deputy places A-frame sign near the footpath
approaching the polling room, places the “Weapons at the Polling Place” and “Voter Protection Act” signs on the
facility property near the entrance to the polling room, and marks the No Solicitation Zone with orange cones.
For a full list of Deputy responsibilities during setup, see Precinct Manual for Poll Officials, Set-Up Outside the
Polling Room (Ch. 2).

Accessibility Features

Review the Blue Polling Place Sheet in the Yellow Bag for accessibility features required at your location. These
features may include placing a call bell or ramp and/or marking accessible parking places with ADA orange
cones. Provide instructions to the Deputy regarding any required accessibility features.
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L. Announce the Opening of the Polls

After the EViDs are powered on, polls are open on the DS300, and you are ready to welcome voters, please
change your status on the EViD Edge at the Help Desk to indicate that you are ready for voters. To change your
status, select “More” at the bottom of the Home screen.

Election Date:5/31/2023 Clerk Station 6/1/2023 11:16 AM
EVID Home Crestview Library

Scan ID
—or-

Voter Check-in Search

O,

Last Voter Checked In:

; @ No ID Provided Voter Info

e it Time VRS Messages Exit
> & O [E
& [

EE036-18900461 Election Day Today's Voting Passes: 0 100%

Select “Location Status”.

Election Date:4/30/2023 Clerk Station 4/26/2023 2:25 PM
Toolbar Down Library

Clerk Utilities Tech Utilities Reset Scanner Worker Location Status

B W ok

EE036-18900461 Early Voting 100% [} - o
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Select the blue button that says, “Ready for Voters”.

Location Status & Wait Time FIRST BAPTIST CHURCH

Eni's Date is: 9/17/2019

Current Wait Time: Not Set
Date of Last Wait Time Update:

Select Current
Not Set
Wait Time: R

(© Back

Throughout the day, rotate staff between the Check-In Station, Ballot Station and tabulator.

-"- Make a public proclamation, “The polls are officially open!” at 7:00 a.m. sharp.




Chapter 4 - At the Help Desk
(Sections 101.045, 101.5608, Fla. Stat.)

The Help Desk is used to answer voter questions, process all provisional ballots, and resolve voting situations.
Either the Manager or Assistant Manager should always occupy the Help Desk. If there is no one waiting for
assistance at the Help Desk, the Manager or Assistant Manager should check in voters. If an EViD is available at
the Check-In Station and voters are waiting, the Assistant Manager should be positioned at the Check-In Station

to check in voters.

A. Help Desk Tickets

Voters should have a Help Desk Ticket in hand when they arrive at the Help Desk. The tickets state, “Refer to
Clerk” and indicate the nature of the assistance required (provisional required, address change, etc.).

If a voter arrives at the Help Desk with an Action Required Ticket, then they are at the incorrect precinct. See

Wrong Precinct (p. 50).

If there is a line at the Help Desk, taking a quick glance at the tickets of the next few voters in line may allow you

to provide voters with a Multipurpose Form or Provisional Ballot Envelope to fill out while they wait.

Place discarded Help Desk Tickets/Action Required Tickets in the Completed Documents Envelope. Call the
Manager Hotline for assistance with any Help Desk situations not covered in this Handbook.

B o e S S s

DO NOT ISSUE BALLOT

R e e s

REFER TO CLERK

Provisional Required

Voter did net provide picture/
signature |D

VR Demo Election
May 31, 2023

SOE Office

Voter Information

Terri Tabitha Smith
123 Haunted House Ln
Anytown, FL 12301
502746164

Poll Worker Initials: VRS
6/1/2023 02:51:09 PM
{EE036-18900461)

KRR RREERRRRRR R R AR R AL AR AE

DO NOT ISSUE BALLOT

L o e

REFER TO CLERK

Reqistration Change Required

VR Demo Election
May 31, 2023

SOE Office

Voter Information

Terri Tabitha Smith
123 Haunted House Ln
Anytown, FL 12301
502746164

Poll Worker Initials: VRS
6/1/2023 02:50:49 PM
(EE036-18900461)

Action Required
VR Demo Election

whhhkkhdbbdhbhd bbb bbhbhddd

DO NOT ISSUE BALLOT

B ko e

Voter is at incorrect polling place.
Voter belongs at:

Precinct: 1AC8

Place: Main Street Library

Address: 123 Main Street Anytown,
FL 12301

Directions: From the Election's Office,
head South on 1st Street, turn left on
Park Avenue, turn right on Main
Street, Library is accross the street
from Main Street Church

SMITH, JOHN T
100 SPONGE DR
Anytown, FL 12301

Election Warker: VRS
Site: Crestview Library

5/4/2023 09:24:04 AM EE-12345678

Help Desk Tickets
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B. Multipurpose Form
(Sections 101.045, 101.048, Fla. Stat.)

The Multipurpose Form combines four common forms into one convenient form:

Florida Voter Registration Application
Declaration to Secure Assistance
Declaration to Provide Assistance
Signature Affidavit

Only one form is needed per voter with the relevant sections completed. A voter must only complete the section
of the form that applies to the voter’s situation. Completed Multipurpose Forms must be filed in the Completed
Multipurpose Form Envelope and returned in the Yellow Bag.

SECTION 1
Florida Voter
Registration
Application

#

Section 1

Florida Voter Registration Applica
s and Form 0
How to Register
« Complete and submit this form by mail or in person to:
Supervisor of Elections’ office (maling addresses are on back of form),
Any office that issues driver licenses,
Any voter registration agency (public assistance office,
center for independent living, office serving persons with
disabilities, public library, or armed forces recruitment
office), or
The Division of Elections
* Register online: RegistertoVoteFlornda.gov (or QR code)

>
Ok,

Note: If a third-party voler registration organization (3PVRO) collects your
application, the 3PVRO must give you a receipt. The 3PVRO might not deliver
your application within the 10 days oc by the registration deadline. You can
choose instead 1o mal or deliver your application to your Supervisor of Elections

of register oniine.
Voter Registration Requirements
e U.S. citizen and resident of Florida and county
o Alleast 18 years old (or 16 for preregistration)
* Not adjudicated mentally incapacitated, or if 50, voting rights restored
* Not be convicted of a felony, or if 80, voting rights restored.

« Do not complete this form if you do not meet all of these requirements.

When to Register
« Deadline to register is 29 days before an election
* Deadline to change party is 29 days before a primary election.
Registration Status
« If application is accepted, your Supervisor will mail a voter information card.
« If your application is incomplete or densed, your Supervisor will contact you.
o _Contact your Sy isor it have any additionsl questions

New registration || Update or change (c.g.. acdress, name. party sfiliation, signature)

Informacion:

Identification (ID) Req toReg or Update
oA current and valid Florida driver icense (FL DL®), or Florida 1D card
number (FL ID#), or kast four digits of your Social Security number (SSN).
o Special requirements apply if registering by mai for the first ime, never
previously voted in Florida, and never issued a FL DL or ID card or SSN.
You will be required 1o provide identification prior 1o voting.
Florida has Closed Primaries/Political Party Affiliation
*You must be registered with a political party 10 vote in that party's primary
elections. However, in prmary elections, all voters can vole on
nonpartisan issues and for candidates in that partisan primary race if the
candidates face no opposition in the general election.
olf registering for first time and do not choose a party, you will be
registered with no party affiliation (NPA). If you are already registered
and do not choose a party, your party choice on record will remain the
same
Public Record
eMost voter information, including phone number and email address is
public. Your signature may be viewed but not copied
o The following is not public: FL DLW, FL ID#, SSN, where you registered
to vole, and whether you decined to register or update r voter
registration record at a voter registration agency or office that issues FL
DL or FL 1D cards.
Resources
= Supervisor phone numbers are on back of form
«Division of Elections: hitps:/idos f govielections/
o Voler Assistance Hotline: 1.866.308.6739
e Voter Information Lookup wisit
U r

| Request to replace voter information card

Are you a citzen of the United States of America? [ ves :]No

[T] 1afiem that | am not a convicted felon, o if | am, my right 10 vote has been restored.

(For information on felon voting rights. vist Division of

D 1 affem that | have not been mentaly

with respect to voting or, if | have, my competency has been restored.

I

‘—oﬁmmno‘ (optional)
)

Date of birth (mm-cd-yyyy) Florida Driver License or identification Card Number (FL DL/ID) : LaSt4Of SSN — : 1™ g0
i (Mno FLDLAD) : ‘rgver been
: : issued aFL
(L THTT T TR T T T T LT T ] e
name First name Illdaonm Suffix (S x|
"
idential address where you live in FL (no P.O. box or business address) | Unit City County Zip
7 Mailing address (If different from above or mail not deliverable at residence) Unit City State or country | Zip
o /Address where last registered Unit | City State Zip
IFormer name (f named has changed) tate/country of birth
2 CIF [Im

[] Email me sample ballot if available in my county.

Email address:
1 Party affiliation (choose one) (See Florida has Closed Primaries/Political Party Affiliation above)
[ Florids Democratic P: ican Party of Florida No party affiliation (NPA Minor t

Racelethnicity (choose one)

12 | L] American Ingian/Alaskan Native [_JAsianPacific istander (] Black, not of Hispanic Origin  [_JHispanic  [_Jwhite, not of Hispanic Orgin

[ Imus-Racial

[other:

Military/overseas status (choose one, I appicable)

3 ] 1am an active-duty Uniformed Services or Merchant Marine member or [ their spouse or dependent [ |1 reside outside U.S. but am a U.S. citizen

14 [ "] 1 will need help voting.

ID 1 would like to be a poll worker or election worker

Official use only

| understand that it is a 3rd deqree felony under state and federal laws (o falsely swear or affirm or

otherwise submit faise information.

Oath: | do solemnly swear (or affirm) that | will protect and defend the Constitution of the United States
and the Constitution of the State of Florida, that | am qualified to register as an elector under the

in this is true.

Constitution and laws of the State of Florida, and that all P

Signature
X

Date
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SECTION 2 4 Section 2 - Complete when voting pass does NOT state “Eligible for Assistance in Voting™ - Section 97.061(3), Florida Statutes

DECLARATION TO SECURE ASSISTANCE (Completed by voter)

Declaration to Section 101.051(4), Florida Statutes
Secure State of Florida, County of Duval
Assistance Date: Precinct: Voter Registration #:
L . swear or affirm that | am a registered elector and request
(Print Name)
assistance from , in voting at the
(Print Name) (Name of Election)
held on
(Date of Election)
(Sgnature of Voter) (Brthdate)
Sworn and subscribed to before me this day of 5
(Date) (Month) (Year)
(Sgnature of Official Administening the Oath)
SECTION 3 ﬂ Section 3 - Complete when person OTHER than poll worker is assisting voter
. DECLARATION TO PROVIDE ASSISTANCE (Completed by person assisting the voter)
Declaration to ) Section 101.051(5), Florida Statutes
. State of Florida, County of Duval Date:
Provide Precinct:
Assistance b , have been requested by

(Print Name) (Print Name of Elector Needing Assistance)

to provide him/her with assistance to vote. | swear or affim that | am not the employer, an agent of the
employer, or an officer or agent of the union of the voter and that | have not solicited this voter at the
polling place, dropbox location, or early voting site or within 150 feet of such locations in an effort to pro-
vide assistance.

(Signature of Assistor) (Birthdate)

Sworn and subscribed to before me this day of ;
(Date) {Month) -

(Signature of Official Administering the Oath)

E ﬁ Section 4 - Signature Affidavit
SECTION 4 AFFIDAVIT OF ELECTOR WHEN SIGNATURE IS DIFFERENT
Section 101.49, Florida Statutes

Slgf‘atu.re State of Florida, County of Duval Precinct No.
Affidavit
| do solemnly swear (or affirm) that my name is ; that | am
(Print Name) (Age)
years old; that | was born in the State of ; that | am registered to vote; that | am a

qualified voter of the county and state aforesaid and have not voted in this election.

(Signature of Voter) [Birthdate)

Sworn to and subscribed before me this day of ; -
e e Ve

(Precinct Manager or inspector Technician)

Multipurpose Forms do not have our contact information and are intended for use within the polling room.

If a voter does not have the last 4 digits of their Social Security Number or their FL Driver License or FL
Identification Card Number, they may update their registration by completing a Change of Name or
Change of Legal Residence Form instead.
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Change of Legal Residence of Registered Voter
Florida Statute 101.045

Under penalties for falsa swearing, |,

(Mame of woter)

awear [or affirm) that the former address of my legal residence was

(address of legal residence)

in the municipality of Lin County, Florida, and lwas
registarad to vote in the _ pracinctof _ County, Florida;
that | have not voted in the precinct of my former registration in this election; that | now reside at

(address of legal residence)

in the Municipality of ,in County, Florida, and am therafore

eligible tovote in the precinct of County, Florida; and | further
awear [or affirm) that | am otherwiss legally registered and entitled to vote.

[Signeture of voter whose address of legel residence has changed)

Change of Name of Registered Voter
Florida Statute 101.045

Under penalties for falae swaaring, 1,

(Mew name of votar)
awear {or affirm) that my name has been changed bacause of marrnage or other legal process. My
former name and addrass of legal residencs appear on the registration records of precinct

as follows:
{Formear] Mame {Current) Name
Address Address
Municipality Municipality
County County
Florida, Zip Florida, Zip

[Signature of voter whose name has changed)

Change of Name or Change of Legal Residence Form
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C. Name Change

(Sections 101.045(2), Fla. Stat.)
Name changes are only to be made at the Help Desk. Name changes may only be made after the voter
completes Section 1 of the Multipurpose Form for a “Record Update/Change”. Make sure that the voter

registration number is written on the form.

To complete a name change on the EViD Edge:
1. Search for the voter. When the screen asks if the voter’s information is correct, select “No”.

Election Date:5/31/2023 Clerk Station 6/2/2023 11:12 AM
Verify Voter Information SOE Office
Inactive

No Vote By Mail Activity
JACK SMITH

Residence Address
403 B BRIARPATCH RD Anytown, FL 12301

Date of Birth Ballot Style Voter ID DL#

5/13/1941 G2 501797206 S530420410520
Precinct Party Registration Date
1A07.1 DEM 10/8/2000

Are the name and address for the voter correct?

& Wrong Voter

2. When prompted to confirm that you want to make a name/address change, select “Yes”.

Election Date:8/30/2023 Clerk Station 8/29/2023 12:09 PM
Verify Voter Information 2, SOE Office
Active
No Vote By Mail Activity
TOM R SMITH

Residence Address Do you want to do a Name/Address change?

123 SPONGE DR Anyic

Date of Birth

10/2/1945

Precinct Registration Date

1A08 10/5/1994

Are tt Tect?
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3. Select the name you want to change and it will turn blue. Begin typing over the old name (you can also
backspace to clear the name field). Once you have entered the correct name, select “OK”.

Election Date:3/31/2023 Clerk Station 3/23/2023 11:15 AM

Enter Voter Information 2, SOE Office

Last Name _ First Name _ Middle Name Suffix

[ Smith | [ John ) (@ N

Residence Address (ex. 123 Main ST City, State Zip) Unit Type Unit Nbr

I_ 123 Meandering Way Ct Anytown, FL 12301 w [ ‘( |
123 Meandering Way Ct Anytown, FL 12301

@ Clear Address ‘ }Mailing_ Address,|

4. Verify that you have entered the correct name as written on the Multipurpose Form. When prompted to
confirm that the name and address are correct, select “Yes”.
5. Proceed to check in the voter.

If the voter’s former name is not on the precinct register, you cannot complete the name change request at the
precinct. Instead, instruct the voter to complete Section 1 of the Multipurpose Form for a “New Registration”

and then issue a provisional ballot. See Voter Not Found (p. 48). File the completed Multipurpose Form in the
Completed Multipurpose Form Envelope.
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D. Address Change
(Sections 101.045(2), Fla. Stat.)

If the voter’s name appears on the precinct register but the voter indicates a change or different address than
the address listed, you will need to make a change of address. The procedures vary by the type of address
change required. Address changes may only be made on the EViD if the voter is moving from one Duval County
address to another Duval County address. Address changes may only be made at the Help Desk.

Registered in Duval County
Instruct the voter to complete Section 1 of the Multipurpose Form for a “Record Update/Change”.

To complete an address change on the EViD Edge:
1. Search for the voter. When the screen asks if the voter’s information is correct, select “No”.

Election Date:5/31/2023 Clerk Station 6/2/2023 11:12 AM
Verify Voter Information SOE Office
Inactive
No Vote By Mail Activity
JACK SMITH
Residence Address
403 B BRIARPATCH RD Anytown, FL 12301
Date of Birth Ballot Style Voter ID DL #
5/13/1941 G2 501797206 S530420410520
Precinct Party Registration Date
1A07.1 DEM 10/8/2000

Are the name and address for the voter correct?

‘ Yes . ' No ’ é Wrong Voter
A

2. When prompted to confirm that you want to make a name/address change, select “Yes”.

Election Date:8/30/2023 Clerk Station 8/29/2023 12:09 PM
Verify Voter Information 2, SOE Office
Active
No Vote By Mail Activity
TOM R SMITH

Residence Address Do you want to do a Name/Address change?

123 SPONGE DR Anytc

Date of Birth

10/2/1945

Precinct Registration Date

1A08 10/5/1994

Are tt rect?
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3. Select “Clear Address”. When prompted to confirm that you want to clear address field, select “Yes”.

Election Date:3/31/2023
Enter Voter Information

Clerk Station 3/23/2023 11:17 AM

SOE Office
Last Name __ First Name Middle Name Suffix
| Smith | John | ¥
Residence Address (ex. 123 Main ST City, State Zip) Unit Type Nbr

| 123 Meandering Way Ct Anytown, FL 12301

A
Mnifing Addrass Changed: PO, Box 32017 )
At EL ) | Clear Address | [Jailing Address

HEBEE rjafefof-J=] — |
(b lafwlelr]e]yJulifofefrfi]\ |

[l ] ] ] enter]

X

4. Select address field and begin to type the new address until you see the address you are looking for in
the drop-down menu. Select the correct address from the drop-down menu and then select “OK”. If the
address does not appear in the drop-down options, check for typos. Otherwise, select “OK” to continue.

Election Date:3/31/2023
Enter Voter Information

Last Name __ First Name Middle Name Suffix
| Smith |  John |

Clerk Station 3/23/2023 11:17 AM
SOE Office

Residence Address (ex. 123 Main ST City, State Zip) Unit Type Nbr

| 123 Meandering Way Ct Anytown, FL 12301
—} 123 Meandering Way Ct Anytown, FL 12301

Mudiing Addirss Changed: P.O, Box 12 i
Asylown, FL 12301 " oK | C)ar Address | |Mailing Address

| [if2]s]e]sfe]7fe]ofo] -J=] — |
(tabJafwle]rfefyJulifolefrfi] \ |
[alsfalefofn]ifufi]:]: |enter
L shit z]x[c]vfo]nfm]. | ]/] shift ]
T X

5. Verify that you have selected the correct address. When prompted to confirm that the name and
address are correct, select “Yes”.

6. Proceed to check in the voter.

After a voter updates their address at the polls, they may learn that they are no longer at the correct polling
place. Select “Yes” when asked if the voter wants to vote at their correct polling place. In this case, an Action
Required Ticket will print from the EViD showing their correct polling place. Give the Action Required Ticket to

the voter, along with their ID, and say: “You are not in your newly assigned polling place. This ticket shows the
name and address of your correct location. You may bring this ticket with you for your convenience.”
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Election Date:6/1/2023 Clerk Station 6/2/2023 12:03 PM

Verify Voter Information Crestview Library Action Required

VR Demo E ection

Active
No Vote By Mail Activity DO NOT ISSUE BALLOT

Jonathan Q Smith

Voter is at incorrect polling place.

Residenqe Address Voter is at the incorrect po”ing pia(‘;e, Voter belongs at:
1633 Main StAnytown,  The correct polling place is Main St -
Church Precinct: 1.A08 _
Date of Birth ) DL # Pla(cje: Main Street Library
Address: 123 Main Street Anytown,
ARFIES5 Does the voter wish to vote at their BROZIASTRE FL 12301
: i ? - :

Precinct correct polling place? Reqistration Date Directions: From the Election's Office,

1 1/25/2000 head Sauth an 1st Street, turn left on

Park Avenuge, turn right on Main
Strecet. Library is accross the street

Are i rect? frorn Main Street Chutch
SMITH, JOHN T
100 SPONGE DR
é Wrong Voter Anytown. FL 12301

Election Warker: VRS
@ Back ﬁ Home Site: Crestview Library
5/1/2023 09:21:01 AW EE-12345678

If the voter is not in the proper precinct but insists on voting there, select “No”. See Wrong Precinct (p. 50) to issue
a provisional ballot. File the Multipurpose Form in the Completed Multipurpose Form Envelope.

Residence Address Cannot Be Located )
Residence Address cannot be located as entered.

Press No to correct the address. Yes to store address
If you see the following screen while completing as it is and manually select voter's correct precinct.
an in-county address change, you MUST call the
Technology Hotline so that we can confirm that
the address exists in that precinct. The call center agent will
advise on how to proceed.

Registered in Another County T g ves m
Instruct the voter to complete Section 1 of the Multipurpose ‘
Form for a “Record Update/Change”. Once the voter has
completed the form, contact the Manager Hotline to verify the information from the form. The Manager Hotline
will import the voter’s registration information into the Duval County system to reflect the address change.
Within a few minutes of the verification call, you should be able to either check in the voter or print an Action
Required Ticket and provide that to the voter to direct them to the correct precinct. If the voter is not in the
proper precinct but insists on voting there, see Wrong Precinct (p. 50) to issue a provisional ballot. File the
Multipurpose Form in the Completed Multipurpose Form Envelope.

Not Registered in Florida

Instruct the voter to complete Section 1 of the Multipurpose Form for a “New Registration”. Because the voter
did not register to vote in Florida before book closing, the only option for the voter is to vote a provisional ballot.
See Voter Not Found (p. 48).

Address Protected

If a voter’s address is marked on the precinct register as “Address Protected”, contact the Manager Hotline to
allow the voter to disclose current address and if necessary, make an address change in a confidential and
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discreet manner. Protected addresses cannot be changed on the EViD. Make sure the voter completes Section 1
of the Multipurpose Form (Voter Registration) with their updated address.

Name/Address Change Without Verifiers

If a voter who wishes to update their registration does not have their Florida driver license, Florida ID card or the
last four numbers of their Social Security number, they cannot use the Multipurpose Form for a name/address
change. Instead, they must use the Change of Name or Change of Legal Residence Form (p. 27).

E. Spoiling a Ballot
(Sections 101.5608(2), Fla. Stat.)

A voter who makes an error on their ballot may obtain another ballot upon returning the ballot in its secrecy
sleeve to the Help Desk. The voter may be given no more than three ballots.

1. Instruct the voter to remove the ballot from the secrecy sleeve and fold the ballot in half to preserve as
much privacy as possible. Instruct the voter to slightly tear the ballot through the timing marks, but to
not tear the ballot completely in half. Place the altered ballot in the Spoiled Ballot Envelope. The voter or
a poll worker can spoil the ballot. Allow the voter to choose.

2. Escort the voter to the Ballot Station to obtain a new ballot.

e Ask the Inspector Tech at the Ballot Station for the voter’s Voting Pass from the EViD Accordion
Folder. Do not undo the voter’s check-in.
e Issue another ballot. See Precinct Manual for Poll Officials, Voter Asks for Another Ballot (Ch. 5).

3. Politely ask the voter if they would like assistance in voting or offer the use of the ballot-marking device.

4. If the voter makes a mistake on their third ballot, instruct the voter to write on the ballot to make their
intent clear. Explain to the voter that they must insert the spoiled third ballot into the Gray Bag.

A Do not give a voter a fourth ballot under any circumstance!

If a voter, who after checking-in, is given a ballot and then returns the ballot to a poll worker before casting it
and indicates that they do not desire to vote, the ballot, even if blank, shall be treated as a spoiled ballot and
shall not be tabulated. To preclude the voter from having a voter history, the poll worker should undo the voter
check-in on the EViD.

If the check-in of the voter who abandoned the ballot cannot be undone, then place the unscanned ballot in the
Gray Bag. When the polls close, the Manager will perform ballot accounting procedures to account for all ballots

issued and the number of ballots spoiled. See Ballot Reconciliation (p. 80).

F. Voter Is Challenged at the Polling Place
(Sections 101.111, Fla. Stat.)

If a challenge is presented, direct the person challenging the voter and the voter not to interact with one another
in any manner.
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1. Instruct the person entering the challenge that they must complete an
Oath of Person Entering Challenge form.

2. Inform the person challenging the voter that any elector or Poll
Watcher filing a frivolous challenge of any person’s right to vote
commits a misdemeanor of the first degree.

3. The Manager must witness the oath. After the person challenging the
voter executes the oath, the challenged voter must be immediately
presented with the carbon copy (yellow) of the challenge.

4. The challenged voter must vote a provisional ballot. See Challenged
Voter (p. 33).

5. The Manager must attach the original Oath of Person Entering
Challenge (white) securely to the outside of the Provisional Ballot
Envelope and place it in the Orange Bag.

For instructions on how to process a challenged voter on the EViD Edge, see Provisional Ballots, Challenged Voter
(p.53).

Exception: If the sole basis of a challenge is that the voter’s legal residence is not in the precinct, the challenged
voter shall be first given the opportunity to do a change of address. Follow the procedures in Address Change (p.
30) before continuing the voter check-in process.

G. Voter’s Signatures Differ
(Section 101.49 Fla. Stat.)

If a Manager, upon a just comparison of the signatures, doubts that the signature on the identification presented
by the elector is the same as the signature the elector provided at check-in, the Manager can have the voter
complete BOTH Section 4 of the Multipurpose Form (Signature Affidavit) to acknowledge the difference in
signature and then complete Section 1 of the Multipurpose Form (Voter Registration Application) to update the
voter’s signature on record. Place the completed Multipurpose Form in the Completed Multipurpose Form
Envelope. Check in the voter and issue a Voting Pass.

If the voter refuses to sign the Signature Affidavit but insists on voting, he or she must vote a provisional ballot
following the procedure in Provisional Ballots (p. 58).

resort and a very rare occurrence since you can largely verify the voter’s identity from their photo on

g Having a voter cast a provisional ballot due to refusal to sign the Signature Affidavit should be a last
the valid ID.

H. Voter Needs Assistance
(Section 101.051, 101.031(4), 97.061 Fla. Stat.)

Assistance is not required but must be provided if requested by the voter. In some cases, a voter will bring someone
to assist them. Voters who may be sent to the Help Desk with their Voting Pass for assistance fall into two groups:
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Voter Coded “Eligible for Assistance”

1.
2.

4.

These voters have “Eligible for Assistance” marked on the Voting Pass.

The person assisting the voter will complete Section 3 of the Multipurpose Form (Declaration to Provide
Assistance).

The Manager will then accept the completed form and direct the voter and assistant to the ballot
issuing table to receive their ballot. The voter and assistant will then be directed to the voting booth
area to vote.

The completed form will be placed in the Completed Multipurpose Forms Envelope.

Voter NOT Coded “Eligible for Assistance”

1.
2.

These voters have a Voting Pass but it is not marked eligible for assistance.

The voter will complete Section 2 of the Multipurpose Form (Declaration to Secure Assistance). If
requested by the voter, the Manager may assist the voter in completing the form.

The person assisting the voter will complete Section 3 of the same Multipurpose Form (Declaration to
Provide Assistance).

The Manager will then accept the completed forms and direct the voter and assistant to the Ballot
Station to receive their ballot. The voter and the assistant will then be directed to the voting booth area
to vote.

The completed forms will be placed in the Completed Multipurpose Forms Envelope.

If the voter wishes to have their voter registration updated to indicate “Eligible for Assistance” for future
elections, instruct the voter to complete Section 1 of the same Multipurpose Form (Voter Registration)
and check the boxes for “Record Update/Change” and “I will need help voting.”

If poll workers provide assistance, Section 3 of the Multipurpose Form (Declaration to Provide
Assistance) is not required. However, two poll workers from different party affiliations must assist the
voter, if present, or, if not, two poll workers of same political party, shall assist the voter. A voter’s
employer, agent of an employer, or an officer or agent of the voter’s union may not assist a voter.

Power of Attorney is not valid regarding voting. A voter must sign (or mark) any precinct register, form
or affidavit for themselves.
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Voting Accessibility

As a Manager, you should be familiar with voter accessibility resources available at the Help Desk. Provide these
to the voter as needed.

The voter accessibility kit available at the Help Desk includes:
e Ball Cap with Head Pointer — Pointer attaches to the ball cap to be used to touch the ExpressVote screen
e Surgical Head Caps — Placed on the head under the ball cap with head pointer
e Headphone Guards — Placed on the headphones before use
e Signature Guides — Can be used to assist someone in signing a document within space provided
e Magnifier Sheet — Can be used to enlarge text on ballots or forms
e \oter Registration Instructions in Braille — Available in English/Spanish

The ExpressVote ballot-marking device offers additional accessibility features:
e Modified Screen Appearance
e Audio Tactile Keypad

e Assistive Technology Connections (port to connect a personal rocker switch device/sip and puff device)
e Headphones

For more information on ExpressVote features, see “Ballot-Marking Device: Accessibility Features”, Precinct
Manual for Poll Officials (Ch. 7).

To assist a voter requesting use of ExpressVote, see Voter Requests Use of Ballot-Marking Device (p. 36).

. Voter Requests Language Assistance
(U.S.C. 10303(f)(4) and 52 U.S.C. 10503(b)(2)(A))

Some voters may need language assistance due to an inability to read, write, or speak English or because of
limited English language proficiency. A voter needing assistance must fill out the “Declaration to Secure
Assistance” form if they are not marked “eligible for assistance” in the precinct register. A person assisting a
voter must fill out the “Declaration to Provide Assistance” form.

IF YOU SEED AN INTERPRETER, PLEASE POINT TO VOUR LANGUAGE

Each polling place provides opportunities for language assistance
including:
e Allsigns, notices, forms and ballots are available in Spanish.
e Alink to the Election Assistance Commission’s online s e
bilingual election-related language assistance information is .
available in the Voter Information Binder.

e The ExpressVote allows for written an audio language e =
selection in Spanish.

e Bilingual poll workers wear identification indicating different i — '
languages spoken. ;

e lLangServ professional translator services for over 100
languages are available by phone.

For more see “Voter Requests Language Assistance”, Precinct a @
Manual for Poll Officials (Ch. 6). =2 E: LangServ
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LangServ

If a voter requests LangServ professional translator services:

1. The voter will complete Section 2 of the Multipurpose Form (Declaration to Secure Assistance). If
requested by the voter, the Manager may assist the voter in completing the form.

2. Direct the voter to the LangServ page in the Voter Information Binder. Ask the voter to please find their
language and point to it on the page.

3. On the poll worker’s phone, dial the 1-904-552-9309 and enter the 2-digit code for the language

requested.
4. The interpreter will ask for the poll worker’s first and last name and precinct number.

5. Advise the voter that the interpreter is on the line. Put the phone on speaker so the voter and
interpreter may begin their conversation.

Supervisor of Elections Duval County Top Language Codes
i Language code Language code
e = o =]
;' E'a&'_: 1 934 553 9309 8 zzz| |Albanian 47 Karen 34

i or Spanish, press 1. = -

For all other languages, enter the Ambharic 39 Kinyarwanda 94
2-digit language code EEEE> [Arabic 23 Kirundi 53

3. The live agent will ask for: Bosnian 37 Korean 30
Your First and Last Names — (provide spelling) HiEniase 2 Bandain "
Precinct Number Cambodian 51 Portuguese 35
Cantonese 31 Eu njabi 49

Third Party Dial Out: Ask the first person who Chin 32 Russian 27

answers (interpreter or call coordinator) to place the Chin-Hakha 95 Serbian 62

call. International calls outside the USA and Canada are -

subject to additional fees. Croatian 92 So maﬂ 29

If requestedt Your 4-digit access code#: 7188 |2arn_ 50 Swahill 38
_Far5| 33 Tagalog 46
French 26 Thai 57
Back-Up Interpreter Number: 1-866-386-1284 Gujarati 40 Tigrinya 45
(Only use if primary number, above, is not avaiable) Haitian Creole 78 Turkish 53
- Hakha-Chin 95 Urdu 41
| a n Serv Hindi 43 Vietnamese 22
Indonesian 70 All other languages | 99
Languoge Senvices Int | Corp,

Language code Language code Language code Language code
Albanian 47 French 26 Korean 30 Samoan 79
Ambharic 39 Fulani 36 Kurdish 76 Serbian 62
Arabic 23 Georgian 82 Laotian 50 Serbo-Croatian | 64
Armenian 59 German 61 Lithuanian 69 Somali 29
Bangla 58 Greek 68 Macedonian 93 Spanish 1
Bengali 48 Gujarati 40 Mai Mai 78 Swahili 38
Bosnian 37 Haitian Creole | 28 Malayalam 75 Tagalog 46
Bulgarian 67 Hakha-Chin 95 Mandarin 24 Tamil 85
Burmese 21 Hakka-Chinese| 87 Mandingo 89 I-Te ddim 86
Cambodian 51 Hebrew 90 Marshallese 81 Thai 57
Canadian French | 55 Hindi 43 Mongolian 72 Tibetan 83
Cantonese 31 Hmong 44 Nepali 25 Tigrinya 45
Chin 32 Ibo 65 Oromo 96 Tongan 97
Chin-Hakha 95 Indonesian 70 Pashto 77 Turkish 54
Croatian 92 Italian 56 Persian 74 Twi 66
Czech 91 Japanese 63 Polish 42 Ukrainian 71
Dari 80 Karen 34 Portuguese 35 | |Urdu 41
Dutch 84 Karenni 60 Punjabi 49 Vietnamese 22
Farsi 33 Kinyarwanda 94 Romanian 52 Yoruba 88
Filipino 73 Kirundi 53 Russian 27 All other languages | 99
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J. Voter Requests Use of Ballot-Marking Device

Any voter may request to use the ExpressVote ballot-marking device for any reason. The ExpressVote printer is
attached to the EViD Edge at the Help Desk. A voter who chooses to vote using the ExpressVote will need to first
be checked in on the EVIiD Edge. If a voter who requests to use the ballot-marking device is mistakenly checked in
at the Check-In Station instead of the Help Desk, you will need to first undo the check-in. See Precinct Manual for

Poll Officials, Undo Voter Check-In (Ch. 4) for instructions.

To activate a ballot card:

1. Checkin the voter using the EViD Edge. Select the checkbox in the top left corner to “Print to

ExpressVote Activation Card”.

Election Date:3/31/2023

| Print Exprass\ota Activation Card Da Mot Print Ballot

JOHN Q SMITH, SR

Clerk Station 3/22/2023 4:19 PM
SOE Office

Active
No Vote By Mail Activity

Residence Address
123 TATE ST Anytown, FL 12301

Y

Date of Birth Ballot Style Voter ID
10/3/1956 2 502746904
Precinct Party

1A06 DEM

Are the name and address for the voter correct?

B

DL #
§5602746904123

Registration Date
1/25/2000

& Wrong Voter

ik wnN

Verify that the name and address for the voter is correct and select “Yes”.

The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”".

Compare the voter’s signature to the ID presented. Select “Accept”.

When prompted, insert a blank ballot card into the ExpressVote printer with the corner cut edge on the

top right. Once inserted, the printer will automatically take up the card and hold it until it is ready to

print.

6. Select “OK” to print the ballot card. The voter’s activated ballot card will be printed with a ballot style

identifier that the ExpressVote will recognize.

Election Date:3/31/2023
Verify Signature

Captured Signature
Alert...

printer and then click OK.

A

Clerk Station 3/24/2023 10:15 AM

S 40 Get Voter Signature

Insert ExpressVote Activation Card into ExpressVote

SOE Office

7. Return the voter’s ID and give them the ballot card and a white secrecy sleeve.
8. The voter may proceed to the ExpressVote to mark the ballot. See Precinct Manual for Poll Officials,

Ballot-Marking Device (Ch. 7) for voter instructions.
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K. Voter Goes to the Wrong Precinct

If a voter attempts to check in and vote at the wrong precinct, the Inspector Tech at the Check-In Station will
print an Action Required Ticket for the voter with the name and address of the correct polling place. Some
voters may request additional information at the Help Desk. Advise the voter that they may call (904)255-VOTE
(8683) to learn more. If asked, a Manager should search for directions to the correct polling place on their phone
and write down the directions for the voter. If a voter insists on voting at the wrong precinct, see Provisional
Ballot: Wrong Precinct (p. 50) to issue a provisional ballot.

L. Voter Casts an Incorrect Ballot
If a voter claims that he or she did not receive the correct ballot (i.e., wrong ballot style issued) BUT has
A already cast the ballot, the voter’s ballot may not be retrieved. The voter does not get another ballot.
Issuing the wrong ballot to a voter may result in dismissal! Note the incident on the Trouble Log.

M. Voter Leaves Without Casting Ballot
(Rule 15-2.034, Florida Administrative Code)

If a voter leaves the polling room and leaves a ballot in the voting booth or in and around the tabulator without
casting the ballot, poll workers shall place the unscanned ballot in the Gray Bag to be provided to the Canvassing
Board. Document the incident on the Trouble Log. See Trouble Log (p. 40).

N. Voter Overvotes Contests

If the voter mistakenly over votes the ballot by making more than one selection in a contest, the tabulator will
reject the ballot. The voter may come to the Help Desk to have the rejected ballot spoiled. See Spoiling a Ballot
(p. 33). After spoiling the ballot, escort the voter to the Ballot Station to obtain a new ballot and secrecy sleeve,
with instructions on how to properly mark the ballot.

If the voter insists on voting the rejected ballot “as-is”, inform the voter that the only way to cast a ballot that the
tabulator rejects is to place the unscanned ballot in the Gray Bag. Allow the voter to cast the ballot into the Gray
Bag. Document the incident on the Trouble Log. See Trouble Log (p. 40).

O. Voter Tries to Take Ballot from Polling Room ELECTIONS FRAUD COMPLAINT
(Sections 104.20, Fla. Stat.)

If a voter attempts to take their ballot from the polling place, advise the voter
that to do so is against the law and that the incident will be reported. Explain
to the voter that the ballot must be spoiled if the voter does not wish to have it
counted. Make a notation on the Final Ballot Report Form and document that a o
voter left with a ballot on the Trouble Log if the voter insists on leaving the g ‘
precinct with the ballot. See Trouble Log (p. 40). If a voter leaves before casting
a ballot and their identity is known, see “Undo Voter Check-In", Precinct
Manual for Poll Officials (Ch. 4). If the voter can be identified, an Elections
Fraud Complaint (Form DS_DE 34) must be completed. The form is located in
the Voter Information Binder.

Voter Fraud Hotline: 1-877-868-3737
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P. Voter is Deceased
(Section 98.075, Fla. Stat.)

The Supervisor of Elections shall remove the name of a deceased registered voter from the statewide voter
registration system upon receipt of a copy of a death certificate issued by a governmental agency authorized to
issue death certificates. A voter may inform you of a person who is deceased but still registered to vote. To have
the deceased voter removed from the voter registration system, the interested person may mail, fax, email, or
hand-deliver a photocopy of the death certificate for the deceased voter to the Duval County Supervisor of
Elections Office. For additional information, advise the interested person to call the Supervisor of Elections Office
at (904) 255-VOTE (8683). Once the Supervisor of Elections has received the death certificate, the voter’s name
may be removed from the voter registration system.

Q. Trouble Log

The Trouble Log is used by the Manager or Assistant Manager primarily to document problems with the
electronic pollbooks, tabulator and the ballot-marking device. However, it may also be used to record other
significant or unusual problems which occur on Election Day. Be sure to record the times that the problems
occurred and were resolved.

Examples would be:
e Problems with the MiFi hotspot BER -
e Incorrect or insufficient ballots received Tima -
from the Elections Center SR

TROUBLE LOG SAMPLE

e  Missing EViD activators or memory sticks

e People taking pictures in the polling place
(other than their own ballot)

e Disorder in the polling place

e Attempts by unauthorized individuals to

Solution

Time problem was resohed

gain access to the polling place Time

e Repairs needed to Elections Office Desergtion
equipment

e Accidents, injuries and illness

e Damage to polling place facility or property i

e \oter leaves with ballot

Tume problem was iesohed

R. Injury, Incident, or lliness Reports

Your safety and well-being are our top priority. As a poll worker, you may encounter situations where you or
someone else gets sick, injured, or involved in an incident at the polling place. These situations can be stressful
and challenging, but it is important to handle them calmly and professionally. See Safety Briefing (p. 14).

For all incidents the following procedures apply:

1. Assess the situation and provide care. This may include providing first aid or calling 911. For facility or
property damage that interrupts the flow of voting through the polling place, this may include alerting
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voters by marking the damage with one of the small orange cones or positioning a poll worker to
redirect voters away from the incident. Voting should continue without interruption.
2. Call the Manager Hotline immediately. Report the incident to Supervisor of Elections staff and follow
any provided instructions.
3. Provide written documentation of the incident. You must document any work-related injuries, ilinesses,
accidents, trip-and-falls, or any other incidents.
[0 Complete the relevant risk management form (see below).
[0 Write a note on the top of the form if the individual will seek medical attention or file a claim.
Indicate this by writing “Medical: (Yes, No or Unsure)” and “Claim: (Yes, No or Unsure)”.
[0 Take photos of the location of the incident as well as the injury to person or damage to property.
Email photos to froi@duvalelections.gov within 24 hours and indicate in the subject line the
precinct name or number.
[0 Note the incident on the Trouble Log.

Risk Management Forms

Voter/Citizen is Affected
The voter or citizen affected will complete the Citizen
Injury Incident Report Form located in the Forms rmRMAGEETDIVISION

Folder. The form should be signed by the Manager. File N 1 Ti—
in the Injury Incident or lliness Report Form Envelope. "

Poll Worker is Affected

The poll worker affected or the Manager will complete
the First Report of Injury Form located in the Forms I
Folder. The form should be signed by the Manager. File I ————————

in the Injury Incident or lliness Report Form Envelope. o Foect
Damage N | Pren
Note any incident which causes damage to the polling — CoNFETEDNY

Date: Time:

place facility or property on the Trouble Log. See
Trouble Log (p. 40).

DEPARTMENT CONTACT (D
Phone

*esubanit Originals to Risk Manmgement Safety Section, Rosen 135, Oy Hall or email ctysafe ook ot
Revisnd

S. Rovers
Rovers are technical support staff that assist with technical issues at polling places. They are the eyes and ears of
the Elections Office out in the field. They also have extra supplies for your precinct, if needed.

Rovers are not part of your staff. When a Rover arrives at your polling place, the Manager must check their ID
badge before allowing them into the polling room. If you are not expecting a Rover at your polling place, call the
Manager Hotline to verify.

If you need the assistance of a Rover at any time on Election Day, contact the Technology Hotline first. The

contact information for your assigned Rover can be found on the Blue Polling Place Sheet and can be used as a
backup.
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T. Poll Watchers
(Sections 101.111, 101.131, 101.23, 102.031(3), Fla. Stat.)

Each party, each political committee, and each candidate may choose to appoint Poll Watchers to observe polling
place procedures on Election Day. Only one Poll Watcher per party, political committee, or candidate is allowed
in the polling place at any time during voting.

The Supervisor of Elections approves Poll Watcher designations and reserves SAMPLE POLL WATCHERS LISt
the right to reject any Poll Watcher. The Supervisor of Elections will provide = "" A
each polling place a list of the names of pre-approved Poll Watchers. S

Upon acceptance of Poll Watcher designations, the Supervisor of Elections . =
will issue ID badges to the candidate, party, or committee, who will then N S N P
distribute them to the individual Poll Watchers. A Manager will designate a 5 .
viewing area near the Check-In Station for Poll Watchers.

The Manager will designate an area near Check-In Station for Poll Watchers. - ——
Poll Watchers must follow all guidelines provided in Precinct Manual for Poll T
Officials, In the Polling Room (Ch. 3). A Manager must call the Manager T
Hotline to report any violation of these guidelines. L

U. Exit Pollsters
(Section 102.031 (7)(b), Fla. Stat.)

An election exit poll is a poll of voters taken immediately after they have exited the polling stations. Exit Pollsters
conduct exit polls to gain an early indication as to how an election has turned out.

Exit Pollsters:
e Cannot wear clothing that references candidates, parties or causes.
e Must conduct polling activities out of earshot of voters.
e Must abide by the Manager’s indication of where they may stand to conduct polling.

Exit Pollsters are allowed in the No Solicitation Zone if they are only speaking to voters exiting the polling
room.
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Chapter 5 - Provisional Ballots
(52 U.S.C. Section 21082, Sections 101.048, 101.049, 101.111, 101.043, 101.045, Fla. Stat.)

List of situations in which a voter must be allowed to vote a provisional ballot:

Identification e Avoter who does not produce an acceptable form of photo ID with signature or a
photo ID and a signature ID.

e Avoter whose Florida driver license number or Florida identification card number,
or the last 4 digits of their social security number has not been verified.

e A person whose signature on the precinct register differs from that on the
identification presented and the person refuses to complete a Signature Affidavit.

e Avoter whose identity is in question based on the photo identification provided.

Registration e A person whose name is not on the precinct register and the poll worker is unable
to verify whether or not the person is a registered voter of the state.

e A person whose name is not on the precinct register and the poll worker verifies
that the person is not registered in the state, but the person maintains that he or
she is entitled to vote.

e A person whose name is not on the precinct register and who has completed
either the Change of Name or Change of Legal Residence Form but the poll worker
is unable to verify whether the person is a registered voter of the state.

e Any person for whom you are unable to get through to the Supervisor of Elections’
office to determine if person is eligible to vote.

e A person who an election official has asserted is not eligible and a notation is
indicated on the precinct register.

Address Change o Aregistered voter who is not otherwise allowed to make an out-of-county address
change at the polls for purposes of voting a regular ballot (e.g., new polling place
does not have electronic poll book, or person is not an active uniformed services
voter or family member).

e Aregistered voter who is required but refuses to execute an address change on an
affirmation or Voter Registration Application in order to vote a regular ballot.

Voting Status e Avoter whose name is on the precinct register with an indication that they have
already voted but the voter maintains they have not already voted in this election.

e Avoter whose name is on the precinct register with an indication that they
requested a vote-by-mail ballot and the poll worker confirms that the supervisor of
elections has received the voted vote-by-mail ballot, but the voter maintains that
they have not returned the vote-by-mail ballot (only applies to Paper Register).

Voter Challenge e Avoter who has been challenged except in specific cases of address changes.

Poll Closed e A voter who votes on or after the normal poll closing time pursuant to a court or

other order extending the polling hours.

Each person voting a provisional ballot must be given the “Notice of Rights” and instructions required by law
(located on the provisional envelope tear off flap):
e Right to present further written evidence (if he or she so chooses) that supports their eligibility to vote
to the Supervisor of Elections by no later than 5 p.m. on the second day following the election.
¢ Right to find out after the election whether the provisional ballot was counted and if not, the reason why.
® Right to cure signature if signature is missing from provisional ballot certificate or the signature on the
certificate does not match with the one on record or in the precinct register.

Never deny a voter the opportunity to cast a provisional ballot. The Canvassing Board will determine
the voter’s eligibility and whether to count the provisional ballot.
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A.

44

Prepare the Provisional Ballot Envelope

Give the voter the Provisional Ballot Envelope to complete Section 1 in full. These are available in English
and Spanish. The voter must complete and sign the form in front of the poll worker. If it is not signed, it will
be rejected. The Manager and Assistant Manager who witness the voter’s signature must complete and sign
Section 2 in full and indicate the election date, precinct and ballot style provided. The Manager or Assistant
Manager must also complete Section 3 by checking the box beside the Reason for Provisional Ballot. Do not
mark anything else. If a voter needs to complete a Multipurpose Form because their name/address has
changed, do not put the completed Multipurpose Form in the Provisional Ballot Envelope. Multipurpose
Forms always go in the Completed Multipurpose Form Envelope.

SECTION1 =P
Voter’s

Certificate and
Affirmation

SECTION2  ==—p>
Witness of

Help Desk

Official

Tracking
Number




SECTION 3
Reason for
Provisional
Ballot
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B. Check in the Provisional Ballot Voter on the EViD Edge Tablet
The procedures for checking in a provisional ballot voter on the EViD Edge vary depending on the reason the voter
must vote a provisional ballot.

No ID Provided

A voter may present you with a Help Desk Ticket indicating “VOTER DID NOT PROVIDE PICTURE/SIGNATURE ID”.
If a voter cannot provide a valid photo and signature ID, the voter is allowed to vote a provisional ballot. For a list
of acceptable identification, see Precinct Manual for Poll Officials, Photo Identification (Ch. 4).

After the Provisional Ballot Envelope is completed:
e Select “No ID Provided” on the EViD home screen.

Election Date:5/31/2023 Clerk Station 6/1/2023 9:17 AM
EViD Home

Scan ID
-or-

Voter Check-in Search

O,

Last Voter Checked In:
Smith, Torrl | @ No ID Provided \oter Info

More Wait Time: VRE Messages Exit

®@ & 6 B S

e Manually search for the voter using the information provided on the Provisional Ballot Envelope.

Election Date:6/2/2024 Clerk Station 5/8/2024 11:37 AM
Voter Check-in Search 2, SOE Office
No ID Provided

Date of Birth
| map
Last Name or Registration  First Name ) Middle Name

Clear“} ‘ﬂl Search by Streei‘
| lo]o]sfafsfef7fefofo] - ]=] — |
eblafwlelr]t]ylulifofefrfif |
HEEII-I

e L LT Tl o[ T LT e
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Verify that the voter’s name and address are correct and select “Yes”.
When prompted to issue a provisional ballot, select “Yes”.

Election Date:3/31/2023
Verify Voter Information

JOHN Q SMITH, SR

Clerk Station 3/23/2023 11:19 AM
2, SOE Office

Active
No Vote By Mail Activity

Residence Address Issue Provisional Ballot?

ballot for the following reason:

Are tt

A

123 TATE ST Anytown, ~ JOHN SMITH may need to be issued a Provisional

Date of Birth

10/3/1956 Voter did not provide picture/signature ID

Precinct Do you wish to issue this voter a Provisional ballot? Regqistration Date
1A06 1/25/2000

Tect?
C EDam
|~ IR

Enter the provisional ballot tracking number (twice) and select “OK”.

Election Date:3/31/2023
Provisional Ballot Entry
Provisional
Voter did not provide picture/signature ID

Voter Name
JOHN SMITH

Clerk Station 3/23/2023 11:20 AM
2, SOE Office

Tracking Number

02728

Confirm Tracking

02728

The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”".
Select “Accept” and the Voting Pass will print. Staple the provisional Voting Pass to the outside of the

Provisional Ballot Envelope.
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Voter Not Found
A voter may present you with a Help Desk Ticket indicating “VOTER NOT IN REGISTER/ELIGIBILITY NOT VERIFIED”.
If a voter cannot be found on the EViD, ask the voter, “Has any of your information changed?” If the voter indicates
that their information has changed, see Name Change (p. 28) or Address Change (p. 30).

If a voter cannot be found, the voter may vote a provisional ballot. Instruct the voter to complete Section 1 of
the Multipurpose Form for a “New Registration”.

After the Provisional Ballot Envelope is completed:
e Review the valid photo ID. Scan the ID, if possible, or select “Voter Check-In Search” on the Home screen.
e Enter the voter’s date of birth and initials (first and last) in the correct fields. Select “Search”.
e If the voter cannot be found after a thorough search, select “Voter Not Found”.

Date of Birth
)

Last Name or Regi
_EVID

Election Date:3/31/2023
Voter Check-in Search

Clerk Station 3/23/2023 11:14 AM
SOE Office

et

| No voters found

Search Criteria:
Last Name or Registration="EViD"

L | & voter Not Found.

Election Date:5/31/2023
Voter Search Results

Clerk Station 6/1/2023 11:21 AM
1A07, Crestview Library

David Smith

Jeanette P Smith

Joanna M Smith

Philosopher B Smith

15 Haunted House Ln | 123 Shell Ct Address Protected 123 Shell Ct
ANYTOWN ANYTOWN ANYTOWN

1A07.2 1A07.1 1A07.2 1A07.1
4/5/1945 @ 11/13/1951 12/30/2002 1/30/1964
Terrl T Smith ABBY L SMITH ABIGAIL Q SMITH ALEX SMITH
123 Haunted House... | Address Protected Address Protected Address Protected
ANYTOWN

1A07.2 1A07.2 1A07.2 1A07 .2
3/16/1981 8/25/1982 2/18/1979 2/9/1978
CHELSEA SMITH FIONA SMITH J L SMITH JACK SMITH
123 Haunted House... | 225 HAUNTED HO... 300 HAUNTED HO... | 403 B BRIARPATC...
ANYTOWN ANYTOWN ANYTOWN ANYTOWN

1A07.2 1A07.2 1A07.2 1A07.1
1/1/2000 6/3/1955 4/15/1957 6/13/1941

Last Name or Registration: smith

32 voters Page 1 0of 3

e Enter voter information from the Provisional Ballot Envelope and select “OK”. If the “OK” button is gray
and you cannot select it, select the properly formatted address from the drop-down menu.

Last Name
|
Residence Address (ex
|

48

Election Date:3/31/2023
Enter Voter Information
First Name

Middle Name Suffix
) ) 2
=

123 Main ST City, State Zip)

Party
NPA |~
_ Unit Type  Nbr

) 1 )

Clear Address | |Mailing Address|

Clerk Station 3/23/2023 11:16 AM
SOE Office

Last Name
Smith

Masing.

Aderesn Changed: PO, Box g1
Aryglown, FL

Election Date:3/31/2023
Enter Voter Information

First Name
John

’ 123 Meandering Way Ct Anytown, FL 12301

12301

Clerk Station 3/23/2023 11:17 AM

Middle Name

Residence Address (ex. 123 Main ST City, State Zip)
| 123 Meandering Way Ct Anytown, FL 12301

Cllar Address = |Mailing Address

SOE Office
Suffix Party
- |NPA |-

Unit Type Nbr




e If the address does not display in the drop-down menu, proceed to enter the address as written on
Section 1 of the Multipurpose Form. If you see the following screen, DO NOT PROCEED. Instead, follow
the instructions in Residence Address Cannot Be Located (p. 32).

Residence Address cannot be located as entered.
Press No to correct the address. Yes to store address
as it is and manually select voter's correct precinct.

e Verify that the voter’s name and address are correct and select “YES”.
o Select “Yes” when prompted to issue a provisional ballot.

Election Date:3/31/2023 Clerk Station 23/23/2023 11:17 AM
Verify Voter Information SOE Office

WoterNotFound
No Vote By Mail Activity

John Smith

Residence Address Issue Provisional Ballot?

123 Meandering Way C'  John Smith may need to be issued a Provisional
ballot for the following reason:

Date of Birth DL #
\oter not in Register, eligibility not verified

Precinct Do you wish to issue this voter a Provisional ballot? Registration Date
1A07.2
Are tt Tect?

| & Wrong Voter




e Enter the provisional ballot tracking number (twice). Select “OK”.

Election Date:3/31/2023 Clerk Station 3/22/2023 4:48 PM
Provisional Ballot Entry SOE Office

Tracking Number

02728
Confirm Tracking

Provisional
Challenged Voter is claiming eligibility

Voter Name
JOHN SMITH

e The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”".
e Compare the voter’s signature to the ID presented. Select “Accept” and the Voting Pass will print. Staple
the provisional Voting Pass to the outside of the Provisional Ballot Envelope.

In the event a voter is at the wrong precinct for the address they provided on the Provisional Ballot Envelope, the
EViD screen will automatically redirect from the “Voter Not Found” workflow to the “Precinct Dispute” workflow.
See Wrong Precinct (p. 50). The provisional ballot entry form and the ticket that prints will only show the first
provisional reason that came up in the workflow.

Wrong Precinct

A voter may present an Action Required Ticket that they received at the Check-In Station. Encourage the voter to
follow the instructions on the Action Required Ticket directing the voter to the correct precinct. Say to the voter,
“This ticket shows you your correct precinct. Intentionally voting in the wrong precinct on Election Day is a
felony.” However, if a voter insists on voting in the wrong precinct, then they must vote a provisional ballot.

After the Provisional Ballot Envelope is completed:
e Select “Voter Info” on the Home screen.

Election Date:5/31/2023 Clerk Station 6/1/2023 11:21 AM
EViD Home Crestview Library

Scan ID
-or-

Voter Check-in Search

O,

Last Voter Checked In
& @ No ID Provided

More Wait Time VRS Messages Exit

® & O E
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e Enter the voter’s information from the Provisional Ballot Envelope and select “Search”.

Election Date:6/2/2024
Voter Info Search

Date of Birth
Ll

Last Name or Registration  First Name

Clerk Station 5/8/2024 11:37 AM
2, SOE Office

Middle Name
-

Clear

[ 51 Search by Street]

e Once you have found the correct voter, select “Dispute”, and then select “Precinct Dispute”.

Election Date:5/31/2023
Voter Lookup

Clerk Station 5/26/2023 4:19 PM
Downtown Library

Election Date:5/31/2023
Voter Lookup

Clerk Station 6/1/2023 3:16 PM
2, SOE Office

ABIGAIL Q SMITH

Active

Residence Address

123 Haunted House Ln Anytown, FL 12301

Registration Date
2002-09-26

Precinct Ballot Style
1A07.2 G2

Mailing Address

PO BOX 2345 Apopka, FL 32333

Date of Birth Party
3/16/1981 DEM
Voter ID Status
502746164 Active

a o

No Vote By Mail Activity

Race Gender

White, not Hispanic  Male
DL #
$502746164123

C | pispute

ABIG

Resider
Address

Precinc
1A07.2

Mailing

What is the reason for the voter disputing?

Date of
2/18/19

Voter IC
602300

(o - -~

oo |
S | —

Active
Mail Activity

Challenge

e Select “Yes” when prompted to issue a provisional ballot.

Election Date:5/31/2023
Voter Lookup

Clerk Station 6/1/2023 3:17 PM
2, SOE Office

ABIGAIL Q SMITH

Active

Residence Address
Address Protected |
Isstie Provisional Baliot?

Precinct Reagis
1A07.2 2018-

Mailing Address
Precinct Dispute

ABIGAIL SMITH may need to be issued a Provisional
ballot for the following reason:

Date of Birth " . . - Gender
Date of Birth 7 Gender
5/18/1970 Do you wish to issue this voter a Provisional ballot? Female
Voter ID DL #
602300035

No Vote By Mail Activity
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Select the correct ballot style for this voter from the options available in the precinct. The EViD will help
you select the correct ballot style by limiting you to selections that change the “OK” button to blue. If the
OK button is gray, it will not allow you to proceed because you have chosen an incorrect ballot style.
Once you have selected the correct ballot style, select “OK”. In a primary election, it is important that the
voter receives a ballot that corresponds to the voter’s party affiliation. You can revisit the Voter Lookup
screen by selecting “Back” to see the voter’s party affiliation.

Election Date:5/31/2023 Clerk Station 6/1/2023 3:17 PM
Select Ballot Style SOE Office

Select Ballot Style to Give to the Voter from those
available in this polling place

G1

&

A -

Verify that the name and address for the voter is correct and select “Yes”.
Enter the provisional ballot tracking number (twice). Select “OK”.

Election Date:3/31/2023 Clerk Station 3/22/2023 4:48 PM
Provisional Ballot Entry SOE Office

Tracking Number
02728

Confirm Tracking

Provisional
Precinct Dispute
Voter Name
ABIGAIL SMITH |

The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”".
Compare the voter’s signature to the ID presented. Select “Accept” and the Voting Pass will print. Staple
the provisional Voting Pass to the outside of the Provisional Ballot Envelope.



Challenged Voter

Challenged Before Polls Open

A voter may present you with a Help Desk Ticket indicating “CHALLENGED VOTER IS CLAIMING ELIGIBILITY”. This
is likely because a challenge was filed prior to the opening of the polls. Voters whose eligibility has been
challenged prior to the opening of the polls may vote a provisional ballot. A copy of the challenge form which
was completed prior to the opening of the polls will be in the Admin Folder. Present the copy of the challenge

form to the voter immediately. To issue a provisional ballot to this voter, follow the procedures for Other
Provisional (p. 57).

Challenged at the Precinct

A voter who does not present a Help Desk Ticket, but whose eligibility is challenged by an individual at the
polling place, may vote a provisional ballot. See instructions at Voter Is Challenged (p. 33) prior to issuing a
provisional ballot to the voter.

After the Provisional Ballot Envelope is completed:
e Select “Voter Info” on the Home screen.

Election Date:5/31/2023 Clerk Station 6/1/2023 11:21 AM
EViD Home Crestview Library

Scan ID
—or-

Voter Check-in Search

O,

Last Voter Checked In:
‘ . @ No ID Provided | (| Voter Info |

More Wait Time Messages Exit

@l’@.@‘b

s information from the Provisional Ballot Envelope and select “Search”.

2,

e Enter the voter

Election Date:6/2/2024 Clerk Station 5/8/2024 11:37 AM
Voter Info Search 2, SOE Office
To check in a voter, return to the Home screen and click "Voter Check-in Search”

Date of Birth
[
Last Name or Registration  First Name _ Middle Name

\# Clear | El Search by Street|
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Once you have found the correct voter, select “Dispute”, and then select “Challenge”.

Clerk Station 5/26/2023 4:19 PM
Downtown Library

Election Date:5/31/2023
Voter Lookup

Clerk Station 6/1/2023 3:16 PM
2, SOE Office

Election Date:5/31/2023
Voter Lookup

i Active
Steve Martin No Vote By Mail Activity
Residence Address
123 Haunted House Ln Anytown, FL 12301
Precinct Ballot Style Registration Date
1A07.2 G2 2002-09-26

Mailing Address
PO BOX 2345 Apopka, FL 32333

Date of Birth Party Race Gender
3/16/1981 DEM White, not Hispanic Male

Voter ID Status DL#
502746164 Active 8502746164123

. -

‘ Dispute

Active
% Mail Activity
Residet
Address
Precinc
1A07.2

Mailing

What is the reason for the voter disputing?

Date of
2/18/19

Voter IC
602300

| Party Dispute

(o - -~ )

e Select “Yes” when prompted to issue a provisional ballot.
Election Date:8/23/2023 Clerk Station 10/17/2023 4:26 PM
Voter Lookup 2, SOE Office
; Acti
Steve Martin No Vote By Mail Acctil\ritey
Residence Address
200 Haunted Hoeuse LR Ardoum Bl 13301
Bracinat Ballot Issue Provisional Ballot?
1A07.2 R3001 Steve Martin may need to be issued a Provisional
S ballot for the following reason:
Mailing Address
Voter is Challenged at the Precinct
%ﬁi@%&ﬂéﬂh Do you wish to issue this voter a Provisional ballot? Female
Voter ID DL #
502784653 65
o
e Verify that the name and address for the voter is correct and select “Yes”.
e Enter the provisional ballot tracking number (twice). Select “OK”.
Election Date:3/31/2023 Clerk Station 3/22/2023 4:48 PM
Provisional Ballot Entry SOE Office
Provisional Tracking Number
Challenged Voter is claiming eligibility 02728
ygt:rN—l\;TI?'H Confirm Tracking
02728
e The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”.
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Party Affiliation (Primary only)

A voter may present you with a Help Desk Ticket indicating “PARTY NOT VOTING". It is common for some voters

Compare the voter’s signature to the ID presented. Select “Accept” and the Voting Pass will print. Staple
the provisional Voting Pass to the outside of the Provisional Ballot Envelope.

to switch party affiliation before book closing to vote in a primary election. During a primary election, voters who

dispute their party affiliation may vote a provisional ballot. Say to the voter, “Florida is a closed primary state.
You may only vote in the primary for the party in which you are registered.” See Precinct Manual for Poll
Officials, Types of Elections (Ch. 1). If the voter requests to be registered in a different party and vote, have the

voter complete Section 1 of the Multipurpose Form prior to completing the Provisional Ballot Envelope. File the
completed Multipurpose Form in the Completed Multipurpose Form Envelope.

After the Provisional Ballot Envelope is completed:

Select “Voter Info” on the Home screen.

Election Date:5/31/2023 Clerk Station 6/1/2023 11:21 AM
EViD Home Crestview Library

Scan ID
or-

Voter Check-in Search

O

Last Voter Checked In:
' @ No ID Provided | (| Voter Info |

More Wait Time VRS Messages Exit

® & O B S

Enter the voter’s information from the Provisional Ballot Envelope and select “Search”.

Election Date:6/2/2024 Clerk Station 5/8/2024 11:37 AM
Voter Info Search 2, SOE Office
To check in a voter, return to the Home screen and click "Voter Check-in Search”

Date of Birth
[ ]
Last Name or Registration  First Name g Middle Name

—

\# Clear | El Search by Street |

| [ifefs]afsfe]7]efoo]
blafwlelr]efyfu]ifofefi])

sttt Lz]x]c]v]b
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Once you have found the correct voter, select “Dispute”, and then select “Party Dispute”.

Clerk Station 5/26/2023 4:19 PM
Downtown Library

Election Date:5/31/2023
Voter Lookup

% . . Active
Terri Tabitha Smith No Vote By Mail Activity
Residence Address

123 Haunted House Ln Anytown, FL 12301

Precinct Ballot Style Registration Date
1A07.2 G2 2002-09-26

Mailing Address
PO BOX 2345 Apopka, FL 32333

Date of Birth Party Race Gender
3/16/1981 DEM White, not Hispanic Male

Voter ID Status DL#
502746164 Active $502746164123

-

Election Date:8/23/2023
Verify Voter Information

Authorization to Vote is not available for this voter

M Party Not Voting

Residence .
123 Shell C

Date of Birt
1/30/1964

Precinct
1A07.1

k Party Dispute

[ -~

Clerk Station 10/13/2023 12:47 PM
2, SOE Office

Active
Mail Activity

1g Voter
Precingt Dispule

“ ” H )
e Select “Yes” when prompted to issue a provisional ballot.
Election Date:5/31/2023 Clerk Station 6/1/2023 3:17 PM
Voter Lookup SOE Office
i i i Active
Terri Tabitha Smith No Vote By Mail Activity
Residence Address
123 Haunted House ! » Amaawm El 19201
Precinct Ballot '*5e Frovisional Ballot?
1A07 .2 G2 Terri Smith may need to be issued a Provisional ballot
F——— for the following reason:
Mailing Address Party Not Voting
PO BOX 2345 Apo Other
Date of Birth . . Gender
3/16/1981 Do you wish to issue this voter a Provisional ballot? Male
Voter ID DL #
502746164 8502746164123
o (=)
[ ]

Select the correct ballot style for this voter from the options available in the precinct. The EViD will help

you select the correct ballot style by limiting you to selections that change the “OK” button to blue. If the
OK button is gray, it will not allow you to proceed because you have chosen an incorrect ballot style.
Once you have selected the correct ballot style, select “OK”. Since this voter is disputing their party
affiliation on record, verify that you are selecting the ballot style the voter prefers.

Election Date:5/31/2023
Select Ballot Style

G1

&

a -

Clerk Station 6/1/2023 3:17 PM
SOE Office

Select Ballot Style to Give to the Voter from those
available in this polling place
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e Verify that the name and address for the voter is correct and select “Yes”.
e Enter the provisional ballot tracking number (twice). Select “OK”.

Election Date:3/31/2023 Clerk Station 3/22/2023 4:48 PM
Provisional Ballot Entry SOE Office

Tracking Number
02728

Confirm Tracking

Provisional
Challenged Voter is claiming eligibility

Voter Name
JOHN SMITH

e The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”.
e Compare the voter’s signature to the ID presented. Select “Accept” and the Voting Pass will print. Staple
the provisional Voting Pass to the outside of the Provisional Ballot Envelope.

Pending Status

A voter may present you with a Help Desk Ticket indicating “VOTER STATUS IS PENDING”. In Florida, book closing
is 29 days before each election. People who are not registered to vote by that date are not eligible to vote in the
next election. Florida does not have same-day voter registration. After searching for and finding a voter, the EViD
may show a message that the voter’s status is “Pending”. Say the following: “The system is telling me that you
registered after the deadline for this election. However, you may be able to vote a regular ballot in the next
election.” The voter may vote a provisional ballot. See Other Provisional (p. 57).

Other Provisional (Pending Status, Already Voted, Ineligible, Special Handling, etc.)
Voters may vote a provisional ballot for any of the reasons indicated in Provisional Ballots (p. 33). In many of
these situations, you will be prompted to issue a provisional ballot automatically instead of being allowed to
print a Voting Pass.

After the Provisional Ballot Envelope is completed:
e Review the valid photo ID and select “Voter Check-In Search” on the Home screen or scan the ID.
e Enter the voter’s date of birth and initials (first and last) in the correct fields. Select “Search”.
e Verify that the name and address for the voter is correct and select “Yes”.
o Select “Yes” when prompted to issue a provisional ballot.
e Enter the provisional ballot tracking number (twice) and select “OK”.
e The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”.
e Compare the voter’s signature to the ID presented. Select “Accept” and the Voting Pass will print.
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SOE”. If you see this message, call the Manager Hotline for special instructions. Once the call is

n After verifying that the name and address for the voter is correct, you may see a notation to “Call
completed, select “Yes” or “No” as advised when prompted on the screen.

Voter's Signatures Differ/Voter Refuses to Sign Affidavit
(Sections 98.461, 101.5608(1), Fla. Stat.)

A voter may present you with a Help Desk Ticket indicating “VOTER SIGNATURE REJECTED”. If the voter whose
signatures differ refuses to sign the Signature Affidavit but insists on voting, he or she must vote a provisional
ballot. For more information, see Voter’s Signatures Differ (p. 34).

After the Provisional Ballot Envelope is completed:
e Review the valid photo ID. Scan the ID, if possible, or select “Voter Check-In Search” on the Home screen.
e Enter the voter’s date of birth and initials (first and last) in the correct fields. Select “Search”.
o Verify that the name and address for the voter is correct and select “Yes”.
e The voter must select “Yes” to verify their information, sign the EViD screen, and select “OK”".
e Since the voter would not sign the Signature Affidavit, you must select “Reject”.

Election Date:5/31/2023 Clerk Station 6/1/2023 9:43 AM
Verify Signature 2, SOE Office

25 Get Voter Signature

Captured Signature

R

‘ Acc.el!,.‘.f Clear
7 o

o Select “Yes” when prompted to issue a provisional ballot.

Issue Provisional Ballot?

DAWN RICHARDS may need to be issued a
Provisional ballot for the following reason:

PW not satisfied with ID of voter and voter does not
sign affidavit

Do you wish to issue this voter a Provisional ballot?

O

58



Enter the provisional ballot tracking number (twice) and select “OK” and the Voting Pass will print.

Election Date:3/31/2023
Provisional Ballot Entry

Tracking Number
02728

Confirm Tracking

Provisional
Challenged Voter is claiming eligibility

DAWN RICHARDS

Clerk Station 3/22/2023 4:48 PM
SOE Office

C. Issue a Ballot to the Provisional Ballot Voter

Before issuing a ballot or ballot card, fill in completely the provisional
box in the upper right corner of the ballot where “Office Use Only” is
indicated. Filling in this box will prevent the ballot from being
mistakenly cast in the tabulator.

Select the ballot style printed on the Voting Pass.

Record the stub number on the Voting Pass.

Give the voter the paper ballot or ballot card and pink secrecy sleeve
and direct the voter to the voting booth closest to the Help Desk and
advise them to bring the ballot back to the Help Desk. Hold on to the
Provisional Ballot Envelope until they return.

While waiting for the voter to return, add the name of the voter, the
reason the provisional ballot was issued, the ballot style number and
the Manager or Assistant Manager’s initials to the List of Provisional
Voters stored in the Orange Bag.

Staple the Voting Pass to the Provisional Ballot Envelope.

D. Seal the Provisional Ballot Envelope

Once the voter has marked their provisional ballot, the voter must
place the voted ballot (which may be a voted printed ballot or ballot
card that contains the voter’s selections) into the pink secrecy
sleeve, then place the pink secrecy sleeve into the Provisional Ballot
Envelope. Nothing else should be in the envelope!

The voter should seal the Provisional Ballot Envelope. The Notice of
Rights is located on the envelope flap. Say to the voter, “You may

LLOY
S
RIDA =
——
- S
- =
b black pen only. | SS=S= | I
hot count | === [
n the blank line provided | "
[ ]
Provisional box
SAMPLE LIST OF PROVISIONAL VOTERS
- vt  provsions
with the completed pr
e
our 101
T
2020 M.H
E Name of Vater Ballof Style Number | Help Desk Initi
T | Grtana v Gospe [T [ e R e
2 | Antheny D. Dozier Voter Challenged 008 2D
3 | Shawn S Senders Veter nof found 156 I\J
T [Veda W Wuray Voter dispites party 008 20
5 | Aneisha G. Devis Registered Late 00e fa
T |Lena B George Vater in fine shter 7p T A

Totsl numbes of Frovisionsl Bellots =
idenced by my signsture.

Precicei Mapacers Sionstre.

tear off the flap to track your ballot on our website at duvalelections.gov.”

Place the voted Provisional Ballot Envelope in the Orange Bag.

ballot through the tabulating equipment at the polls.

Absolutely no tabulation of provisional ballots! Do not cast, or allow a voter to cast, a provisional
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Chapter 6 - EViD Edge Tablet

A. EVIiD Edge Components

Camera (scanner)

Power button

Extra
activator
port

Activator port

Latch for Edge printer paper access

Edge printer power button

ExpressVote printer

B. Setting Up the EViD Edge

1. Carefully pick up the EViD Edge case. Place it on a table and unlatch all four latches and remove the lid
completely.

2. Once the lid is removed, you should also remove the styrofoam packing that the EViD Edge rests upon (if
any). All else should remain intact. Do not take the EViD Edge out of the case! Do not take the cables out
of the casing. They are aligned under the Edge for a reason. Do not unplug the printer.

3. Remove the power cord and power block from the case. Connect the power cord to the power block.
Plug the cord into the matching port on the back of the EViD Edge (if not already plugged in). Plug the
power cord into the wall outlet. Check the indicator on the screen to confirm that you are not on battery
power.
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4. Turn on the EViD Edge printer by pressing the power button.

5. Remove the ExpressVote printer, power cord/power block and USB cord from the black laptop case.

6. Plug power cord in DC port on back of ExpressVote printer and then plug into wall outlet.

7. Plug USB cord into USB port on back of ExpressVote printer and then into USB port on EViD Edge.

8. Press and hold the orange power button on the ExpressVote printer for 2 seconds to turn on.

9. Retrieve the EViD activator from the Black Pouch. Insert the activator into the available port on the right
side of the EVIiD Edge. If you see a message indicating “Waiting for Activator” for more than a moment
after inserting the activator, move the activator to the extra activator port.

10. Press the gray soft-touch button on the right side of the EViD Edge. It will take a moment for the EViD
Edge to power up. The green status light will appear if powered up correctly.

11. Verify that the polling place is correct and select “Yes”. Verify that the date and time is correct and select
"Yes”. If either is not correct, call the Technology Hotline immediately.

Guakiin L satlon. Toeviowiiedty | | Gontptocstion. S ok offts
Verify that the polling location is correct Verify that the polling location is correct
gt sy bt Do . T Correct?
R e
PO!"n1ALD°7°ig?,;t§ic:\uress 377
Is this the correct polling location? @

12. Use the on-screen keyboard to enter your initials. Enter your EViD code from the Blue Polling Place
Sheet. Select “Submit”. Your initials will be on each Voting Pass that you issue.

If you are going to step away from the EViD Edge, select the white human figure L&A-SunnySeaside
icon on the Home screen to remove your initials. You must enter the EViD code County Elections
on the EViD Edge every time the initials are changed to keep it in Clerk Mode.

13. An Opening Report will automatically print. Tear off the Opening Report, sign it Opening Report
where indicated, and place it in the front of the EViD Accordion Folder. g

14. Unplug the activator from the EViD USB port and return it to the Black Pouch.

VR Demao Election

May 31, 2023
Downtown Library
Precincts: All

Summary Statistics

Raily Tetal

Regular Check ins 0 0
Pravisional Check-ins 0 0
Total 0 0

Election Date:5/31/2023 Clerk Station 6/2/2023 12:42 PM
Election Worker Login SOE Office

Initials

VRS
Code

Opening Instructions:
Please werity that the date and time are
correct. Make sure that the &M/PM and
the time 7one are correct.

Date and Time: 6/1/2023 08:09:06
AM
Time zone: Eastern Standard Time

Operator ID: VRS

Please Sign Line Below:

EViD Version: 3.2.113.0
EViD ID: EE036-18900461
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C. Using the EViD Edge (Check-In and Undo Check-In)

The EViD Edge performs the same functions and has the same check-in screens as an EViD Compact at the
Check-In Station. The EViD Edge also allows Managers to issue provisional ballots and complete name/address
changes. Voter signatures are captured on the EViD Edge screen instead of a signature pad. For full check-in
procedures, see Precinct Manual for Poll Officials, Voting Process (Ch. 4).

ID Scan on the EVID Edge

If a voter provides a valid Florida driver license or Florida ID
card, you should scan it using the EViD Edge scanner attached
to the right-side of the EViD Edge. Set the ID on the scanner
with the barcode facing up, then press the yellow button on
the side of the EViD to use the scanner. The voter’s
registration information will appear on the screen. If the
scanner is not aligned properly to scan the barcode, the tray
can be removed and repositioned.

Voter Signature on the EVID Edge
(F.S.98.461, 101.49, 101.5608)

The EViD Edge has the same check-in procedures as an EViD Compact with one exception. Voter signature on the
EViD Edge screen is slightly modified because there is not a signature pad.

When you have found the voter on the EViD Edge, you will be prompted to verify the voter’s name on the
screen. When asked if the information matches, select “Yes”.

The next screen will appear upside down to the poll worker. The tablet should be tilted toward the voter so that
they may verify their name, date of birth, and address. Say to the voter, “Please verify that all your information
shown is correct. If everything is correct, please press ‘Yes'”. If the voter selects “No” when asked if their name,
address, and date of birth are correct, see Address Change (p. 30).

Election Date:3/31/2023 Clerk Station 3/22/2023 4:57 PM Election Date:5/31/2023 Clerk Station 6/1/2023 9:42 AM
Verify Voter Information SOE Office Get Voter's Signature SOE Office

Active .
No Vote By Mail Activity LOEZL 14 ‘umolhuy

Alan And Smith n
N39O ‘Aued 9SNOH pajuNeH £z1L

Residence Address 9L-€0-1861 uws eyiqel sl
Address Protected 431991100 UOBLLIOU| J9JOA

Date of Birth Ballot Stvle Voter ID DL #

10/3/1968 2 502746448 5502746448123

Precinct Party Registration Date
1A06 CHR 1/2/1997

Are the name and address for the voter correct?
usiibul| spenbue

——
ainjeuBis 19j0A
é Wrong Voter

i rone

Once the voter selects “Yes”, the next screen will appear. Say to the voter, “Please sign on the line using the
stylus or your finger and select “OK” when you are done.” If the voter hits the “Clear” button, they will have to
re-sign.

When the voter selects “OK” the EViD screen will change orientation so that the information is facing the poll
worker. Tilt the tablet back toward the poll worker.
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Compare the voter’s signature on the EViD with the signature on the valid ID. If the signatures appear to be the

same, select “Accept”.

Election Date:5/31/2023
Get Voter's Signature

LOEZL 14 ‘umoihuy
ul
N3O Aued @SnoH pajuneH €21

91-€0-1861 yIws eyiqe) sy
£3199110D UOREBWIOU| JIJOA

1ean ﬂ'— | ;‘

Clerk Station 6/1/2023 9:43 AM

SOE Office
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SIU} Ul 10}03|9)

payienb e we |

21 ubis
.=
- usibu3| spenbueq
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Election Date:5/31/2023
Verify Signature

%45 Get Voter Signature

Captured Signature

) - BT

A

Clerk Station 6/1/2023 9:43 AM

SOE Office

The rest of the procedure is the same as found in the Precinct Manual for Poll Officials, Voting Process (Ch. 4).

Undo Voter Check-In

For instructions on how to undo a voter check-in who was the “Last Voter Checked In”, see Precinct Manual for

Poll Officials, Undo Voter Check-In (Ch. 4).

You MUST have the original Voting Pass to undo any check-in.

If the voter was checked in prior to the last voter processed on the EViD:

e Select “Voter Info” on the Home screen.

Election Date:5/31/2023
EViD Home

Simith, Terrl

More

©

Last Voter Checked In:

Scan ID

Voter Check-in Search

O,

@ No ID Provided

Wait Time

O

Clerk Station 6/1/2023 9:17 AM

Messages Exit

Bl
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e Search for the voter. Select “Undo Check-In".

Election Date:3/31/2023 Clerk Station 3/22/2023 4:30 PM
Voter Lookup SOE Office
JOHN Q SMITH, SR Aethee

No Vote By Mail Activity
Residence Address

123 TATE ST Anytown, FL 12301

Precinct Ballot Style Registration Date
1A06 2 2000-01-25

Mailing Address

Date of Birth Party Race Gender
10/3/19566 DEM Asian or Pacific Isl Female

Voter ID Status DL #

502746904 Active 5502746904123

B3, Undo Check-in BL Reprint Ticket

e Select an undo reason from the drop-down menu and select “OK”.

Election Date:3/31/2023 Clerk Station 3/24/2023 3
Select Unde Reason

JODI L TEST SMITH

Please select an undo reason and press OK.

Crestview Ljprg
Precingt- 1A07.5

h&%
Terri Tabif

ha Sm
123 Haunteq otgghL
Anytown, FL 12301 n

WkRngy

0 97 5T%

Precinct Official

Operator 'D-'-VRS

EViD Version-
EViD 1p, gg 3.2.100,9

Left Withoul Vating

e The Undo Ticket will print. Attach the Undo Ticket to the original
Voting Pass. Place them both in the EViD Accordion Folder.

e Document the Undo Ticket and the reason it was printed in the
Trouble Log.

A Manager should only undo a check-in that was not the previous voter in a case of mistaken identity
where the mistake was caught prior to any ballot being cast and the voter who was checked in is still
in the precinct. For any other reason, call the Manager Hotline.
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Changing the EVID Edge Printer Tape

Extra rolls of EViD printer paper are in the Blue Bag. To remove the printer roll, press the orange button on the
side of the EViD printer. The top pops up. Lift out the roll and put a new roll in with the paper feeding up and out
from the bottom. You can scratch the printer tape to be sure that it is on the correct side for printing. Snap the
lid back in place. If the red error light appears, that means the lid was not closed properly.

s
e
=Y

=3

D. Packing Up the Evid Edge

1. Retrieve the EViD activator from the Black Pouch. Insert the activator into the available port on the right
side of the Edge.

2. To print a Closing Report, select “Exit” on the Home screen. The drop-down menu should be pre-filled to
print 1 report. Select “Exit Program” to print the report. Place the Closing Report in the front of the EViD
Accordion Folder.

3. Unplug the activator from the USB port and return it to the Black Pouch.

4. On the ExpressVote printer, press and hold the orange power button for 2 seconds. Unplug the
ExpressVote printer from the EViD Edge.

5. Unplug the ExpressVote printer power block from the outlet and wrap the power cord around the block

and insert back into the black laptop case.

Unplug the EViD Edge from the wall and return the power block and power cord to the case.
Place Styrofoam back inside the Edge encasing the monitor (if any).

Place lid on the box. If packed properly, the case should easily close.

o N o

Make sure that you do not mix up the ExpressVote power block/cord and the EViD Edge power
block/cord.

Reprint Closing Report

If the Closing Report tape does not print while closing down the EViD (usually because the printer runs out of
paper), the results can be reprinted.

e Leave the EViD Edge printer on.

e Make sure there is paper in the printer.

e Restart the EViD Edge by pressing the gray power button on the right edge of the EViD.

e Enter your initials when prompted to do so.

e When the Home screen appears, select “Exit” on the top-right of the screen. The Closing Report should
print automatically.
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E. Messages on the EViD Edge
When you have a new message from Supervisor of Elections staff, you will see a red star to indicate a message is
waiting. Select “Messages” to see the new message.

Election Date:5/31/2023 Inspector Station 6/1/2023 2:50 PM
EViD Home 2, SOE Office

Scan ID

Voter Check-in Search

Last Voter Checked In:

@& NoID Provided Voter Info

More VRS Exit

When you have finished reading the message, select “Back” to return to the Home screen.

Election Date:3/31/2023 Clerk Station 3/22/2023 4:06 PM
Messages SOE Office

3/22/2023 4:03:09 PM | Please call the Elections Office

&
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Chapter 7 -Troubleshooting

A. DS300 Malfunction

The tabulator should remain locked during voting hours except in the event of a malfunction. If the problems
with the tabulator cannot be solved using the information below, contact the Technology Hotline immediately.

Device Not Ready for Voting/Election Definition Not Found

If you see a status on the tabulator indicating “Voting Device Not Ready” or “Election Definition not found”, the

memory stick may not be plugged in securely.

Public Count: 0
Protected Count: 39

® Election definition not found!

V Plugged into electricity!

0 This voting device is not ready to be opened for voting.

Show Me How

20
w
o
=
=
Q
=
©

Hint

The election definition must be inserted in the voling machine before you can
o open poll for veting. Press the "CLOSE POLLS" switch fo calibrate the display.

swoajisAs uonoe|q

=
m
=
=z
=
=
o
m
o
N
N
o -]
N

Don't Open -
Turn Off Q

Use the flat black key to open the front access compartment. Remove memory stick, reinsert and press down to

securely seat it into the port.

Power Status

On the top right corner of the
display, if a battery icon is showing
instead of an AC power plug icon,
then the tabulator may not be
plugged into the AC power cord. It’s
also possible that the wall outlet
may be defective. Make sure all
power cords are plugged in securely
and that you can see the green light
on the DS300 power block. The
DS300 should always be plugged in
to an available wall outlet. There
may be as much as three hours of
battery backup available, but battery
backup should never be relied on as
a primary power source.

CHANNAHON PCT 001

O0GILWILL
Will
11/30/2021

Public Count: 0
Protected Count: 0

AC Power Status Indicator

8 =29 11 AM

lcon

Description

AC Power plugged in - Icon is white.

No AC Power - lcon is red.

Battery Power Status Indicator

Description

o
0 I§5
]

Full battery charge - The battery is full and does not need charging.

75 percent charge - It should take about 2 to 3 hours to fully charge the
battery.

g

50 percent charge - It should take about 3 to 4 hours to fully charge the
battery.

25 percent charge - It should take about 5 to 7 hours to fully charge the
battery.

No charge - It should take 5 to 7 hours to fully charge the battery.
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Responding to a Jam

A ballot jam can generate several different on-screen messages, depending on where the ballot jammed. In
some instances, a jammed ballot has been counted but failed to fall into the ballot box. In other instances, a
jammed ballot is not counted and is either returned to the voter or is stuck in the ballot transport. Before acting,
carefully read the message on the screen to determine if the ballot has been counted. Direct the voter to view
the message on the screen. See Ballot Counted (p. 68) and Ballot Not Counted (p. 69).

Most ballot jams are caused by an obstruction between where the ballot exits the back of the DS300 and enters
the ballot box.

e If using the DS300 ballot box, look into the window on the back of the ballot chute to confirm nothing is
obstructing the ballot path.

e The power cord on the DS300 may be interfering with the paper path. Unlock the front flap securing the
DS300 on the ballot box. Slide the DS300 forward and make sure the power cord does not block the
paper path when the DS300 is being slid back into place.

o If the ballot box is full, see Ballot Bin is Full (p. 71).

e Keep an eye on the Public Count at the top of the screen as a ballot is fed into the tabulator to verify that
the Public Count has incremented +1.

Ballot Counted

If the ballot is hung up at the back of the DS300 and the message on screen indicates the ballot has been
counted, unlock the front flap securing the DS300 on the ballot box. Slide the DS300 forward and if the ballot is
visible, push it into the ballot box. If the ballot does not fall all the way into the ballot box, open the main ballot
compartment door to see if the ballot box is full. If the ballot box is full, see Ballot Bin is Full (p. 71).

FT English (EVS 6.3.1.0)
Electionware County A
11/30/2019

Language

POLL ONE Public Count: 3 . ;
Protected Count: 42 a b “ 9:23 AM

Your ballot has been counted but it didn't drop into
‘ the ballot box.

| Ballot Jam. Please check the paper path.

I Please contact a poll worker

Poll Worker
Instructions e

Error Code: 3013004
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Ballot Not Counted

If the message on the screen indicates a ballot is jammed but not counted, the DS300 will attempt to return the
ballot to the voter. If the voter reinserts the ballot and the problem persists, inspect the ballot for wrinkles, tears
or other damage. If the ballot is damaged, see Spoiling a Ballot (p. 33) for instructions to spoil the ballot and
issue new ballot.

0GILWILL
Will A
11/30/2021 Lttt
i B B ¥ s
Ballot Jam.
Your ballot has NOT been counted.
Ballot Jam.

Please check the paper path.

Please contact a poll worker.

Poll Worker e
Instructions

Error Code: 3013007

Ballot Not Counted Unable to Return

If the message on the screen indicates a ballot is jammed but not counted, and the DS300 is unable to return the
ballot to the voter, unlock the front flap securing the DS300 on the ballot box. Slide the DS300 forward and
gently pull the ballot from the back of the DS300. Be careful not to allow the ballot to drop into the ballot box as
it would be difficult to identify the ballot. If the ballot does drop in, call the Manager Hotline to report it in front
of the voter and advise the voter that the ballots will be reconciled through the tabulator. If the ballot does not
drop in, inspect the ballot for damage and return to voter for rescanning. If the problem persists, see Spoiling a
Ballot (p. 33) for instructions to spoil the ballot and issue new ballot.

Emergency Compartment

If the tabulator malfunctions, the emergency compartment can be unlocked and used. Using the flat black key,
unlock the emergency compartment and fold down the metal flap to allow the compartment to receive ballots.
Call the Manager Hotline immediately to report the situation. Follow the procedures for using the emergency
compartment. See Precinct Manual for Poll Officials (Ch. 9). When the tabulator resumes proper functions, open
the emergency compartment with the flat black key and fold the metal flap up to close the compartment.
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Printing Errors
The DS300 printer uses thermal paper and heat transfer to print information.
Pink Line on Paper Tape F

A pink-tinted line will appear on the paper tape when the i r‘
roll is about to run out of tape. The tape roll should be
replaced before it runs out.

Use the flat black key to open the access compartment. To
replace the tape roll, push in the blue tab to release the
tape compartment. Lift out the roll and put a new roll in
with the tape feeding under the roll and to the right (if
facing the tabulator). Snap the lid back in place. If the tape
doesn’t print properly, you may have put the tape in
backward. To test, pull the tape up and over to the left. If -
you can scratch the tape and see a mark, you have done it

properly. Close and lock the access compartment.

Printer Functioning Without Visible Print

If the printer isn’t printing on the tape, it is because the paper roll is inserted incorrectly. Use the flat black key to
open the access compartment. Press the blue latch to open the tape compartment. Reinsert the tape roll. Make
sure that a half-inch of tape is sticking out of the printer compartment.

If the tape runs out while printing other reports, after you change the tape roll, the DS300 will begin printing the

new report with a reprint of the last 18 lines printed before the tape ran out. To match up the two sections of
the report, find the last entry on the old roll and use the timestamps to find the repeated entries on the new roll.
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Error Transmitting Results
If the results are not successfully sent, a message will be displayed. You can attempt to transmit results again. If
that attempt is not successful, call the Technology Hotline.

FT English (EVS 6.3.1.0)
Electionware County
11/30/2019

Public Count: 2
Protected Count: 41

ﬂliiw Current Signal Strength

0 Failed, results not sent.

5123019: SFTP Error: Failure During Upload

Transmission failed. Retry sending on another device or
manually transfer files.

Retry

| I

Ballot Bin is Full
If the ballot bin becomes full on Election Day, the ballots will need to be transferred using the following procedure:

1.
2.

Direct voters to cast their ballots into another tabulator, if available.

The Manger will say, “We are temporarily pausing the casting of ballots to empty the full ballot bin and
secure voted ballots.”

The Manager and another poll worker will unlock the ballot bin using the flat silver key. They will remove
the voted ballots and place them in a Red Bag. Close and lock the ballot bin.

The Manager will say, “We are resuming the casting of ballots.”

The Manager will retrieve a seal from the Extra Seals Envelope and seal the Red Bag.

The Manager will retrieve the Chain of Custody Log from the Administrative Folder and note the seal
number in Section 3 under “Red Bag 1 Seal #”. Return the Chain of Custody Log to the Brown Form
Folder until needed for closing procedures.

The Manager will store the sealed Red Bag at the Help Desk.

Tabulator Replaced
If a replacement tabulator is used, be sure to update Section 2 of the Chain of Custody Log with the serial
numbers and tracking number. The Manager and Assistant Manager should sign where indicated on the form.

B. EViD Malfunction

Voting Pass Does Not Print Correctly

If a Voting Pass does not print out correctly (usually because the printer paper roll was not replaced), another
Voting Pass can be printed for the voter.
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If the voter is the last person checked in:
e Select the “Last Voter Checked In” button at the bottom of the Home screen on the EViD.

Election Date:5/31/2023 Clerk Station 6/1/2023 9:17 AM
EViD Home (Training) & Seminole Testing

Scan ID
=Of=

Voter Check-in Search

O,

Last Voter Checked In:

Smith, Ter @ No ID Provided Voter Info

More Wait Time VRS Messages Exit
® & O B S
¥

e From the Voter Lookup screen, select “Reprint Ticket” to reprint the Voting Pass.

Election Date:3/31/2023 Clerk Station 3/22/2023 4:30 PM
Voter Lookup SOE Office

Active

J'O'HN' Q SM lT'H“ - SR No Vote By Mail Activity

Residence Address
123 TATE ST Anytown, FL 12301

Precinct Ballot Style Registration Date
1A06 2 2000-01-25

****************

A REPRINT Rk

Mailing Address s S
*k ok
Voting pags
Date of Birth Party Race Demo Electio,
10/3/1956 DEM Asian or Pacific Isl Ballot Style: G2
Voter ID Status DL#/| Precinet:
502746904 Active S50, “1407.2

Reg #: 502746164

\

;rnith, Terri Tabitha
irthdate: 3/16/1981

= undo Check-in EL Reissue Ballot

e The Voting Pass will display “REPRINT” across the top.
e Document that the Voting Pass was reprinted and the reason
why on the Trouble Log.

| % Reprint Ticket

123 Haunteq House [
Anytown, FL 12301

Plegse Sign Below-
Terri Tabitha Smith

Site: Crestyi
: iew Lib,
5/4/2023 09:27:25 Al\r/la

EE-1234567g

72



If the voter is not the last person checked in:
Select “Voter Info” on the Home screen. Search for voter.

[ ]
Clerk Station 6/1/2023 9:17 AM

Election Date:5/31/2023
EViD Home
Scan D

Voter Check-in Search

O,

Last Voter Checked In:
Smith, Tarrl @ Mo ID Provided

Messages Exit

More Wait Time VRS
® & O
L)

Select “Reprint Ticket” to reprint the Voting Pass.
Clerk Station 3/22/2023 4:30 PM

L]
SOE Office

Election Date:3/31/2023
Voter Lookup
JOHN Q SMITH. SR No Vote By Mail A
Residence Address

123 TATE ST Anytown, FL 12301
Registration Date

FERRR Ak kg,

|

ARARF A R
Votj
VR Demo Electio, i

Precinct Ballot Style
1A06 2 2000-01-25
Mailing Address
~ Aga'Hur tyle: G, l'
Date of Birth Party Race Gender = |
10/3/1956 DEM Asian or PacificIsl ~ Female Precinct: 1407 » |
|
Voter ID Status DL # R N
502746904 Active s500746004 9 * 502746164 |
I )
1
B Undo Check-in || 18 Reissue Ballot Smith, Terr Tapj,
| ) | < | . ’ abitha
B‘rthdate q’ "ls 7:1?11 1
)
1
A Quse |n
/-\nytoWnl FL ,’2301 h ’
- [
Te S€ Sign Beloy,:
€rri Tabitha Smith
)

The Voting Pass will display “REPRINT” across the top.

[ )
Document that Voting Pass was reprinted and the reason why in

the Trouble Log.



ExpressVote Ballot Card Does Not Print Correctly (Reissue Ballot)
If a ballot card does not print out correctly another ballot card can be activated for the voter.

If the voter is the last person checked in:
Select the “Last Voter Checked In” button at the bottom of the Home screen on the EViD.

Election Date:5/31/2023 Clerk Station 6/1/2023 9:17 AM
EViD Home (Training) &= Seminole Testing

Scan ID

Voter Check-in Search

O,

Last Voter Checked In:

Smith, Tarr| @ No ID Provided Voter Info

More Wait Time VRS Messages Exit

®@ & 6 B D

e Select “Reissue Ballot” to reprint a ballot card.

Election Date:3/31/2023 Clerk Station 3/22/2023 4:30 PM
Voter Lookup SOE Office
JOHN Q SMITH, SR e

No Vote By Mail Activity
Residence Address

123 TATE ST Anytown, FL 12301

Precinct Ballot Style Registration Date
1A06 2 2000-01-25

Mailing Address

Date of Birth Party Race Gender
10/3/1956 DEM Asian or Pacific Isl Female

Voter ID Status DL #
502746904 Active 5502746904123

2, unda Check-in % Reprint Ticket

e When prompted, insert a blank ballot card into the ExpressVote printer with the corner cut edge on the
top right. Once inserted, the printer will automatically take up the card and hold it until it is ready to
print.
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Election Date:3/31/2023 Clerk Station 3/24/2023 10:15 AM
Verify Signature SOE Office

et Voter Signature

Captured Signature
Alerl...
Insert ExpressVote Activation Card into ExpressVote
printer and then click OK,

A v

e Select “OK” to print the ballot card. The voter’s activated ballot card will print.
e Document that a ballot card was reprinted and the reason why in the Trouble Log.

If the voter is not the last person checked in:
e Select “Voter Info” on the Home screen. Search for voter.

Election Date:5/31/2023 Clerk Station 6/1/2023 9:17 AM
EViD Home

Secan ID
-or-

Voter Check-in Search

O,

Last Voter Checked In:

Smith, Tarrl @ No ID Provided

More Wait Time VRS Messages Exit

® & O S

e Select “Reissue Ballot” to reprint a ballot card.



Election Date;3/31/2023 Clerk Station 3/22/2023 4:30 PM
Voter Lookup SOE Office

Active
JOHN Q SMITH, SR No Vote By Mail Activity
Residence Address

123 TATE ST Anytown, FL 12301

Precinct Ballot Style Registration Date
1A06 2 2000-01-25

Mailing Address

Date of Birth Party Race Gender
10/3/1956 DEM Asian or Pacific Isl Female

Voter ID Status DL #
502746904 Active 5502746904123

2, unda Check-in % Reprint Ticket

e When prompted, insert a blank ballot card into the ExpressVote printer with the corner cut edge on the

top right. Once inserted, the printer will automatically take up the card and hold it until it is ready to
print.

Election Date:3/31/2023 Clerk Station 3/24/2023 10:15 AM
Verify Signature SOE Office

y Get Voter Signature

Captured Signature
Alerl..

Insert ExpressVote Activation Card into ExpressVote
printer and then click OK.

o Select “OK” to print the ballot card. The voter’s activated ballot card will print.
e Document that a ballot card was reprinted and the reason why on the Trouble Log.




Ballot Information Not Sent To ExpressVote Aleft...

While checking in a voter at the Help Desk who wishes to Ballot information could not be sent to ExpressVote.
. . Please follow recommended county procedures.

mark their ballot with the ExpressVote, you may see a

message that ballot information could not be sent to

ExpressVote.

You should immediately assist the voter by manually
activating their blank ballot card at the ExpressVote

ballot-marking device instead.
& Ok

To manually activate an ExpressVote ballot card:

World12
x
1. At the welcome screen, insert the blank S ‘ Qui
activation card into the front slot. Q. Precinct Search
2. If the election contains multiple precincts, the Touich e taxtentry areaitoslarta el
system displays the precinct selection screen. Select Precinet

Current Selection: None

Select the correct precinct for this voter. If the
election contains more precincts than can )
be displayed on a single screen, select

I 0001 Precinct One | ‘

“Next” or “Previous” to navigate the entire list.
To reduce the number of displayed precincts, ‘ 0002 Precinct Two ‘
select the Search bar. Enter the precinct name, or

the first few characters of the precinct number or

name, then select “Search”. The system displays :’u':]'idy"o
0 ne
only precincts matching the entered search SR

characters. Select the correct precinct. Q Select Ballot
. Choose a ballot to continue.
3. On the ballot style selection screen, select the
. . Select Precinct
correct ballot style (if any). If the election i W O, T DA
) ) Current Selection: None
contains more ballot styles than can be displayed
on a single screen, select “Next” or “Previous” to
navigate the entire list.
4. On the Confirm Selections screen, examine your
precinct and ballot style choices. To display the
first page of the selected ballot so the voter can

begin making selections, select “Accept”.

|| Precinct One SPLIT 1 ‘

’ Precinct One SPLIT 2 ‘

World12
0001 Poll One
4/5/2019

Quit

After you have assisted the voter, call the Technology
Hotline to report the print failure and receive guidance. Q Confirm Selections

Confirm ballot choice and touch Accept.

Select Precinct Select Ballot

> Confirm
Current Selection: 0001 Precinct One Current Selection: Precinct One SPLIT 1
Selected Precinct: 0001 Precinct One . Back
Selected Ballot: Precinct One SPLIT 1 ' Back
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C. ExpressVote

Timed-Out Session

After five minutes of inactivity, such as a voter walking
away from the ExpressVote or failing to interact with the
screen, the screen will read, “Continue Voting?”. If the
voter selects “Yes, keep voting”, they will be returned to
the previous screen. If they select “No, quit voting”, their Continue Voting?
ballot card will be ejected.

There has been no activity for 5 minu

If the voter fails to interact with the above screen for 30
seconds, an audible alert will sound and the following
screen will appear. To cancel a vote session on a terminal
that has timed out, you will need to enter the
ExpressVote code found on the Blue Polling Place Sheet.
Then, complete the following steps.

Do you need more time to finish voting?

Yes, keep voting No, quit voting

1. Onthe timeout alert screen, touch “End Voting”.
The system displays the Enter Election Code
screen.

2. On the Enter Election Code screen, touch the on-
screen keypad to enter the ExpressVote code
found on the Blue Polling Place Sheet, then touch
“Accept”. The system displays the Vote Session
Ended screen.

3. Touch “Continue”. The system displays the Vote
Session Canceled reason screen.

4. On the reason screen, touch to select the check

Vote Session Timed Out

box corresponding to the reason for this There has been no activity for five minutes.
cancellation (Wrong Ballot, Voter Request, Voter
Abandoned Ballot, Problem with Voting Machine, © To continue, touch End Voting.

Other).
5. Touch “Continue”. The system ejects the card and

displays a Vote Session Canceled screen
instructing the poll worker to remove the ejected card.

6. Remove the ejected card. The system redisplays the Welcome screen and is ready for the next vote
session.

7. If the voter is unknown, place the unscanned ballot card in the Gray Bag. If the voter is known, instruct
the voter to insert the ballot and begin the process of marking the ballot again.
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Chapter 8 - Closing Procedures
(Section 104.29, 100.011, 101.049, 102.031, Fla. Stat.)

You may assign closing duties to specific poll workers so that the closing procedures may be carried out quickly
and accurately. Use your best judgement. The Election Team must complete steps including, but not limited to,
securing equipment and ballots.

The public and the media are allowed to enter the polling room and watch the procedures after the polls close
and after all voters have cast their ballots, but photography is not allowed. The Manager should designate an
area for public observation as the public is not permitted to wander around the polling room. During ballot
reconciliation, no more than 3 people are allowed to come near the election officials at the same time.

A. Announce the Closing of the Polls

At the scheduled closing hour at 7:00 p.m. sharp on Election Day, the Manager shall make a public
proclamation: “The polls are officially closed! Anyone in line at the time of this announcement will
be allowed to vote.”

B. Voters in Line at Close of Polls
All eligible voters standing in line at the polling place by 7:00 p.m. on Election Day shall be allowed to vote. The
Deputy shall stand behind the last person in line to clearly mark the end of the line and establish a cut-off point.

C. Closing Polls and Transmitting Results

Using the Visual Aid Packing Chart as a reference, retrieve the flat black key, the flat silver key, round barrel key,
Chain of Custody Log, DS300 Tape Envelope, Gray Bag, Red Bag(s), Unofficial Election Results Sheet, and the
Black Pouch and provide them to two Inspector Techs to close polls and pack up the tabulator. See Precinct
Manual for Poll Officials, Closing Procedures: Tabulator (Ch. 7). Observe the closing procedures.

Sealing the Tabulator

After Closing Procedures are complete and the tabulator(s) have
been repacked, retrieve three white seals from the Extra Seals
Envelope in the Purple Bag for each tabulator at your polling
place. On the front of the DS300, use one to seal the tabulator,
one to seal the emergency compartment, and one to seal the
ballot bin.

announcement of polls closing and the completion of
voting! No equipment may be shut down early for any
reason. If it is determined that any equipment was shut down
before the last voter exited the polling room, all poll workers may
be terminated. If you see something, say something. Notify the
Call Center immediately at (904) 255-VOTE [8683].

g Voting equipment must not be shut down prior to the
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D.Ballot Reconciliation
(Section 104.29 Fla. Stat.)

Ballot accounting must be conducted on Election Day after the polls close. Do not let any unauthorized person
touch or otherwise interfere with ballots, ballot containers or the process for counting ballots. Do not rush
through any process or be pressured for results. Accuracy is extremely important.

BALLOT REPORT FORM PRACTICE
Digvsil Camty; Plaeidis BALLOT REPORT FORM
101 ELECTION DATE:
PRE-ELECTION BALLOT ALLOCATION
iﬂr # of Pads E“];:::P“ # of Ballots | Ballot Style | # of Pads B“”:j; Per | 4 of Ballots
001 41 25 1025 i | 5 s
Total Pads Packed: | #l | Total Printed Ballots Packed: (1) | s

POST-ELECTION BALLOT RECONCILIATION

MNumber of full printed pads remaining: | > pads | x325= 5 (A}
Number of unused ballots on partial printed pads: il (B}
Number of printed ballots in Black Bag: L {C)
Number of unscanned printed ballots in Gray Bag: ] (D)
Number of printed provisional ballots (stub number on attached voting pass)- 5 {E)
Number of prmted provisional ballots in Green Bag — Extended Polling Howrs: o | (F)
Total Uncounted Printed Ballots: Add lines (A) thru (F) il (2)

This section is used for tracking and is nol part of calcwlations.

Number of Express¥ote ballot cards in Black Bag: 0 | (G)
Number of unscanned ExpressVote ballot cards in Gray Bag: 0 (H)
Number of ExpressVote provisional ballot cards {no stub number on attached voting pass); | [14]
Number of ExpressYote provisional ballot cards in Gireen Bag — Extended Polling Hours: ] ()]
Number of packed printed ballots from line (1) above: s | 3)
Number of uncounted printed ballots from line (2) above: [ (4)
TOTAL COUNTED PRINTED BALLOTS: Subiract line (4) from line {3} 41 ] 5
(Number of Ballo: Stubs and Partials Used) | &)
TOTAL COUNTED EXPRESS VOTE BALLOT CARDS (shown on DS300 Tape): 54 (@)
TABULATOR WINDOW COUNT: Add lines (5) and (&) 101 | el
| TOTAL PRINTED BALLOTS USED: Add lines {C) — (F) and line (5) m | (8) |
D Ballots did not reconcile {must provide explanation):
Precinct Manager / Assistant Signature: D
Board Member Signature: é, A |'i.| )Lf&ﬁ‘t‘!
Reew_ S0072024 - 3C 7 -
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Completing the Final Ballot Report Form
Retrieve the Practice Ballot Report Form and the Final Ballot Report Form from the Teal Bag.

Work with a poll worker to complete the bottom portion of the Practice Ballot Report Form using the
instructions below:

Count unused printed ballot pads. Multiply count by 25, enter amount on line (A).
Count printed ballots attached to partially used pads and enter total on line (B).
Count printed ballots in Spoiled Ballot Envelope and enter total on line (C).
Count unscanned printed ballots in the Gray Bag, enter total on line (D).
Count printed provisional ballots in the Orange Bag, enter total on line (E).
Count printed provisional ballots in the Green Bag (if applicable), enter total on line (F).
Add lines (A) through (F) and enter total on line (2).
Count the number of ExpressVote ballot cards in Spoiled Ballot Envelope, enter on line (G).
Count the number of unscanned ExpressVote ballot cards in Gray Bag, enter on line (H).
. Count the number of ExpressVote provisional ballot cards, enter on line (1).
. Count the number of ExpressVote provisional ballot cards in Green Bag (if applicable), enter total on line (J).
. Enter amount from line (1) on line (3).
. Enter amount from line (2) on line (4).
. Subtract line (4) from line (3) and enter amount on line (5).
. Enter total counted ExpressVote ballot cards (shown on DS300 Tape) on line (6).
. Add lines (5) and (6) and enter amount on line (7).
. Add lines (C) - (F) and line (5) and enter amount on line (8).

W o N U kR WN e

[ R S e T T
N O U WNPRPO

If your ballots do not reconcile, check the box at the bottom of the form and provide an explanation (e.g., “A
voter left with their ballot and it was noted on the Trouble Log”) and then call the Manager Hotline to report it.
Supervisor of Elections staff may call you after the election for clarification, if needed.

Once you are satisfied with your Practice Ballot Report Form, copy it onto the Final Ballot Report Form. The
Manager or Assistant Manager and the poll worker assisting with ballot reconciliation must sign the Final Ballot
Report Form. Return BOTH forms to the Teal Bag.

Failure to complete the Final Ballot Report Form before leaving for the day may result in the
termination of the Manager and Assistant Manager.

E. Chain of Custody Log
Retrieve the Chain of Custody Log from the Brown Form Folder. Complete the Chain of Custody Log by filling out
Sections 2, 3 and 4.

Section 2 — If there were any problems or changes to your tabulator during the election, you must record them
here. Be sure to record the new serial number and tracking numbers if you receive a replacement tabulator. You
will also need to transcribe this new information in Section 3. If you accidentally broke the Orange Seal, after
notifying the Technology Hotline, you will need to record the replacement here.
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Section 3 — Record the serial and tracking numbers for the tabulator(s) at your polling place. Record the three
white seal numbers used to seal the tabulator (which will be different from opening). Record the seal numbers
for the Red Bags(s) used for marked ballots. Record the seal numbers for the Blue Bag with Red Handles, the
Blue Bag, and the Purple Bag. Sign log with the Assistant Manager.

Section 4 — Record the date and time of departure from the polling place to the Drop Zone. Sign the log with the
poll worker who accompanies you to the Drop Zone, if any.

There should be two signatures in Section 1, two signatures in Section 3 and one signature in Section 4 (unless
the Assistant Manager or another poll worker accompanies you to the Drop Zone). Signatures in Section 2 would
only apply if you had a substitute tabulator provided.

Place the completed Chain of Custody Log in the Completed Documents Envelope in the Purple Bag.

SECTION Z - PROBLEMS AND CHANGES
Record here any problems with the machines. Use the reverside if necessary.
Replacement DS300 Serial # Tracking # ’
Replacement DS300 Serial # Tracking #
Orange Seal #
Precinct Manager's Signature Assistant Manager's Signature
SECTION 3 - AFTER CLOSING THE POLLS
DS300 Seal Seal Seal
Serial # DS300
Tracking # Seal #
DS300 béolt| 8202 Seal Seal Seal
Serial # o Y DS$300
>

Tracking # DS o677 Seal # Liads |2 ‘+f§ G St

Return Voted Ballots Only in Red Bags Extended Hours Ballots

RedBagl RedBag2 Red Bag 3

Return all Bags, even if empty. SEAL # SEAL # SEAL # Green Bag SEAL #
You may have less than 3 Red Bags. BLReq 2700 LS 69
Blue Bag/Red
Handles Blue Bag Purple Bag
SEAL ¥ SEAL# SEAL ¥

gqsz227 | Tho #7 % 2454

| hereby certify that the numbers recorded above are affixed to the DS300 and all Voted Ballot Bags after the close of the polls.

y o> C/@N \'n\/\&ﬁﬁw

Precinct Manager's Signature Assistant Manager's Signature
SECTION 4 - TRANSPORT TO THE DROP ZONE
The following persons are responsible for transporting all BALLOTS and VOTED BALLOT BAGS to the DROP ZONE for this

precinct.

( ('__\__/,/-—"*"'s’ .
U2 jefh\. St

Precinct Managers Signature Board Member ‘ L} ‘5

Date and time of departure from polling site 9 / L / 9‘6 at % ; & L
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F. Technology
Ensure Inspector Techs turn off and pack up the MiFi hotspot, electronic poll book(s), ballot-marking device(s).
See Precinct Manual for Poll Officials, Voting Systems Operation (Ch. 7).

MiFi Hotspot
Provide the Inspector Techs with the Black Pouch.

Ballot-Marking Device
Provide the Inspector Techs with the round barrel key.

Electronic Poll Book
Provide Inspector Techs with EViD activator. You will also need to pack up the EViD Edge and the ExpressVote
printer at the Help Desk. See Packing Up the EViD Edge Tablet (p. 65).

G. Packing the Bags
Pack all bags by referring to the Visual Aid Packing Chart in the Administrative Folder. See Visual Aid Packing
Chart (p. 17).

Pay close attention to the memory stick which goes out in DS300 but returns in Black Pouch. Also, the
Administrative Folder goes out in Yellow Bag but returns in Purple Bag.

Any written document that is not returned in the Yellow Bag (see packing chart) should be placed in the
Completed Documents Envelope and returned in the Purple Bag.

H. Clean Up
The Manager is responsible for the condition of the polling place. All poll workers are responsible for cleaning up
inside the polling room.
e Collect ID badges from all poll workers and return them to the Lanyard Packet in the Yellow Bag.
e [f anything belonging to the Elections Office is found to be damaged, use the blue painters tape to mark
it and write on the tape the nature of the damage (i.e. “short in cable”).
e Break down all voting booths and tables. Stack voting booths on pallet top side up.
e All precinct equipment and supplies must be put away prior to leaving.
e Make sure to place the Sign Kiosk back into the proper box for the movers.
e All cones, the A-frame sign, the call bell, and all directional signs should be brought back into the polling
room and placed next to voting booths pallet.
e All equipment delivered by moving company should be positioned back into the same location and
arranged in the same manner as it was found in the morning.
e The polling place should look as clean as it did upon your arrival.

left in the way that it was found, a cleaning service will be hired. The cost of the cleaning will be

As a Manager, you are responsible for the condition of your polling place! If the polling place is not
A deducted from your pay.
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. Preparing for Drop Zone Delivery
With another poll worker, get ready for delivery of all bags to the
officer waiting at your Drop Zone.

Retrieve the Manager’s Drop Zone Checklist found in the
Yellow Bag and a seal from the Extra Seals Envelope in the
Purple Bag.

Record the seal number. Print your name where indicated.
Verify and mark the checklist. Sign the bottom of the
checklist where indicated. Put the checklist inside the Yellow
Bag.

Lock facility and place the premise key in the Premise Key
Envelope in the Yellow Bag (if applicable).

Seal the Yellow Bag.

All bags should be delivered to Drop Zone, even if empty.

J. Dismissal
Thank your Election Team and dismiss them. Say, “On behalf of the Supervisor of Elections | want to thank you
for your service today. You are now dismissed!” Poll workers should not leave the polling place until dismissed
by the Manager. Leaving prior to dismissal will result in employee termination.

K. At the Drop Zone

Your final responsibility is to deliver all bags to the designated Drop
Zone immediately after dismissal.
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Pull up to the Drop Zone. Exit your vehicle and assist the
officer in retrieving all bags from your vehicle.

The officer will complete the Officer’s Drop Zone Checklist.
The officer will ask you, or the poll worker responsible for
Drop Zone delivery, to print your name where indicated on the
top of the checklist and sign at the bottom.

Once the officer signs the Officer’s Drop Zone Checklist, the
officer will provide you with a yellow carbon copy for your
records.

PRECINCT MANAGER'S DROP ZONE CHECK LIST

TRUCK SEAL # DROP ZONE # SETURYELLOM B
YELLOW BAG SEAL GREEN BAG SEAL # VERFEDAIDCLEC(EDOFF
PRECINCT: 1411

PRECINCTMANAGER;
ELECTION DATE: TIME:

Check each item:

|RETURN INSIDE ESSENTIAL ITEMS BAG (YELLOW BAG) I
‘CO[PALOTREPORT FORMBAGWBALLOTREPORTFORH]
() [BLACK POUCH (CONTAINS THE FoLLOWING)|
OBV AcTvaToR]
([DS300 MEWORY STICK]
Oorspormiy]
O [CONPLETED WULTPRPOSE EVVELGFE
O[OS0 TAPE ENVELOPE]
(O [[EVID TICKET ACCORDION FOLDER |
O [EXTENbER HoURS PROVSONALBALLOT SR TGREEN |
o INJURY INCIDENT OR ILLNESS REPORT FORM ENVELOPE
CO[ANYARDS]
O TEToFPROTSENALVOTERS |
(O [PAYROLL ENVELGPE |
(O [PRECICT WANAGER DROP ZONE CRECK ST |
Cerecnerreastramsymme]  (OPURPLE BAG (ADMINISTRATIVE BAG)
(O[[PREMISEREYIF APPLIGABLE]  —peD VOTED BAGS (NO. OF BAGS)
8""°“‘S'°”“"‘“"”“““’“‘"G" CONUEBEHRE MLLESSTIB PSS PRTALS B
O OBLUE BAG (SUPPLY BAG)

Precinct Manger's Signature Palice Officer's Printed Name and Signature

DROP ZONE CHECK LIST

TRUCK SEAL # DROP ZONE# [This form will be
issued to you by the
Police Officer at your

YELLOW BAG SEAL # Green Bag Seal #

(Ext Hrs Only)
PRECINCT:

ELECTION DATE:
PRECINCT MANAGER:
Check each item:
[RETURN INSIDE ESSENTIAL [TEMS BAG (VELLOW BAG]

g [
il
-
lE
2| |3|
3B
o i
B
&
18] |B| il
o
H
2
1
£

2

000
5B B
5 2
Bl
i
2

1D AGTIVATOR.

5300 M

[DS300 TAPE ENVELOPE

VID TICKET ACCORDION FOLDER

16T OF PROVISIONAL VOTERS

5 [ = @ [F
E‘e; §
HEERE 5
AN ERE it
HEERE 3
ElE E
5 =
Dg El
2| (3 2
e 5
2l |2 4
2l |8 i
H 2
Bl 12 z
2 2
(el B
I REl
2| |2
=l 3
= |2
5
8 (&
2l |2
B

AYROLL ENVELOPE

3

RESET REGA TR A0 TAHITES

[ELUE BAG (SUPPLY BAG)

ROVISIONAL BALLOT BAG (ORANGE)

POILED BALLOT ENVELOPE

00000000000000

0000

Precinct Manager's Signature Police Officer's Printed Name and Signature

A Manager’s failure to clean up the polling place, complete the Final Ballot Report Form, deliver bags
to the Drop Zone or fulfill any other responsibility may result in termination.



Chapter 9 - Contingency
(Section 102.014(5)(k), 102.031, 102.101, 101.733 Fla. Stat.)

A. Power Outage in the Polling Room
If there is a power outage at the polling place, notify the Manager Hotline immediately. Determine if an
evacuation is needed.

If an evacuation is not needed, you may continue to process voters for up to two hours using the battery backup
on the EViD Edge, the ExpressVote, and the DS300.

If the polling place must be evacuated, say, “The polling room must be temporarily evacuated due to the power
outage. When the power comes back on, we will resume voting. You may wait outside.” If it is safe to remain in
the polling room during the power outage, use the Paper Register to check in voters once the battery backup has
been depleted.

B. Using the Paper Register

If there is a power outage, you will not be able to use the EViD to check in voters. Call the Manager Hotline to
request permission to use the Paper Register. Open the White Bag and instruct the Inspector Techs to set up a
combined Check-In Station/Ballot Station. For instructions, see Precinct Manual for Poll Officials, Paper Register
Procedures (Ch. 9).

Remain at the Help Desk to assist voters as needed. After the polls close, it is critical that the Paper Register is
returned to the White Bag and then placed in the Yellow Bag.

Voter Not Found

If a voter cannot be found on the Paper Register you must call the Manager Hotline and provide them with the
voter’s name, date of birth and current address to determine if the voter is a registered voter, if they are at the
correct precinct, or of any other special situations apply to them.

Name/Address Change

Instruct the voter to complete Section 1 of the Multipurpose Form (Voter Registration Application) to update their
information. Once complete, call the Manager Hotline to make the updates to the voter’s registration. If the voter
is at the correct precinct, issue the ballot.

Wrong Precinct

If the voter is at the wrong precinct, retrieve a notepad from the Blue Pouch. Write down the information
provided to you including the correct precinct number and address for the polling place. Give this information to
the voter and say: “You are not in your assigned polling place. This ticket shows the name and address of your
correct polling place.” If the voter has any further questions, advise them to call (904)255-VOTE or visit
duvalelections.gov to learn more.

No ID Provided
If a voter does not present a valid photo and signature ID, then the voter must vote a provisional ballot. The

provisional ballots will not be entered on the EViD, but all other procedures remain the same. See Provisional
Ballots (p. 46).
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Absentee Requested

If “Absentee Requested” is indicated on the register and the voter is returning the vote-by-mail ballot, the
Inspector Tech should follow surrendered ballot procedures and then place the surrendered vote-by-mail ballot
in the Surrendered VBM Ballot Envelope. See Precinct Manual for Poll Officials (Ch. 5).

If the voter does not have the vote-by-mail ballot with them to return, then the voter must vote a provisional
ballot. The provisional ballots will not be entered on the EViD, but all other procedures remain the same. See
Provisional Ballots (p. 33).

Voter Has Already Voted

If “Voted Absentee”, “Voted Early”, “Voted Provisional”, “Pending: Must Vote Provisional”, “Challenged: Must
Vote Provisional”, or “Potentially Ineligible” is printed in the signature column, then the voter may only vote a
provisional ballot. The provisional ballots will not be entered on the EViD, but all other procedures remain the
same. See Provisional Ballots (p. 33).

Voter Signature Doesn't Match

If the voter’s signature does not match the ID provided by the voter, instruct the voter to complete Section 4 of
the Multipurpose Form (Signature Affidavit) and issue the ballot. If the voter refuses to sign the Signature Affidavit,
then the voter may only vote a provisional ballot. The provisional ballots will not be entered on the EViD, but all
other procedures remain the same. See Provisional Ballots (p. 33).

Voter Requests Assistance
The ExpressVote has as much as two hours of battery backup available in case of a power outage. If there is no
battery remaining, see alternative procedures in Voter Needs Assistance (p. 34).

No Battery Left in DS300

If there is no battery power remaining in the DS300, you may unlock and allow voters to cast their ballots into
the Emergency Compartment. See Emergency Compartment (p. 69). Contact the Manager Hotline immediately
to get a replacement tabulator.

A provisional ballot may be offered if a voter does not want to wait for call center verification in special
voting situations (address change, name change, etc.).
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C. Extended Polling Hours
(Sections 101.049, 101.048, 101.733 Fla. Stat.)

In the rare event of a court or other order extending the statutory polling hours, every voter that votes after
regular hours must vote a provisional ballot per Florida Statute. For procedures see, Precinct Manual for Poll
Officials, Extended Polling Hours (Ch. 9). Don’t begin Extended Polling Hours procedures unless explicitly directed
to by the Supervisor of Elections. The Green Bag contains all the necessary supplies to begin Extended Polling
Hours.

The Deputy shall stand behind the last person who is in the line waiting to vote at the closing hour. Any person
voting after the last person who was in line during the scheduled closing hour of 7:00 p.m. on Election Day must
vote a provisional ballot. These provisional ballots must be kept separate from all other provisional ballots cast
during the regular voting hours.

Distributing Supplies for Extended Polling Hours

Move most of the Provisional Ballot Envelopes from the Help Desk to the Check-In Station. Move most of the
pink secrecy sleeves from the Help Desk to the Ballot Station. Remove the white secrecy sleeves from the Ballot
Station and return them to the Blue Bag. Provide clipboards and pens to the Inspector Techs. Retrieve a Green
Bag and position it near the tabulator and assign an Inspector Tech to stand beside the bag at all times. Voters
will cast their provisional ballot into this bag. This bag should never be unattended!

Converting all EViDs to the Extended Hours Setting

You will need to change the settings on all EViDs to Extended Hours. You do not need to close or restart the
EViDs before changing this setting. On the EViD Home screen, select “More”. Then select “Tech Utilities” and
enter the password provided by the SOE office. Select “Extended Hours”. When notified that Extended Hours
mode is enabled, select “OK”. Select “Back” to return to the Home screen.

Election Date:4/30/2023 Eléction 673 v3.2.96.0 Clerk Station 4/26/2023 2:27 PM Election Date:3/31/2023 Election 663 v3,2.84.0 Clerk Station 3/22/2023 11:49 AM
Tech Utilities Downtown Library Tech Utilities SOE Office

Set Date and Set Polling Set Date and Set Polling
Time Location Time Location
Alert...
i Force EVID i Extended Hours mode enabled

Ballot Printer Ehtitdown Traveling Board Reports

Change 4 Change
Connection ShODW W};l'ndows Connection &

Settings i) Settings

Reset Default H 2

Printer

Patent Number US7497377B2 Patent Number US7497377B2
@ Back @ Back
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You should now see “Extended Hours” at the bottom of the screen.

Election Date:5/31/2023 Clerk Station 6/1/2023 12:39 PM
EViD Home Crestview Library

Scan ID
—or-

Voter Check-in Search

Last Voter Checked In:

@ No ID Provided Voter Info
More Wait Time VRS Messages Exit
D & O E H
¥

EE036-18900 61 Extended Hours (King) To jay's Voting Passes: 0 100%

Repeat this process on all EViDs at your polling place. You can now begin checking in voters during Extended
Polling Hours.

Ballot Reconciliation
Follow procedures for Ballot Reconciliation (p. 80). Make sure to hand count the Extended Hours provisional
ballots in the Green Bag and put on Line (F) on the Final Ballot Report Form.

Packing the Bags
The leftover Extended Polling Hours supplies will be returned in the Purple Bag.

Preparing for Drop Zone Delivery

The Green Bag containing the voted Extended Hours provisional ballots is to be treated the same as the Red
Bag(s) in preparing for Drop Zone delivery. Retrieve a white seal from the Extra Seals Envelope. Seal the Green
Bag containing the voted Provisional Ballot Envelopes. On the Manager’s Drop Zone Checklist, add the seal
number for the Green Bag.

See Preparing for Drop Zone Delivery (p. 84).
All Extended Hours provisional ballots must be kept separate from other provisional ballots cast during

regular voting hours. Do not put regular voted ballots and Extended Hours provisional ballots in the
same bag under any circumstances.

“As an election official you perform an invaluable civic duty by
ensuring that all voters have a positive voting experience. Thank you
for your professionalism, dedication, time, and service!”

Jerry Holland, Duval County Supervisor of Elections
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Glossary

A-Frame Sign — A large, white, plastic sign used to alert voters to the roadway entrance to a voting precinct.

Americans with Disabilities Act (ADA) — A federal law that sets standards for ensuring that Americans with
disabilities have equal access to public services and facilities.

Assisted Voter — A voter who requests assistance in marking their ballot due to a disability or illiteracy. Assisted
voters may have a person of their own choice assist them or have two poll workers assist them.

Audio Tactile Keypad - An assistive device or handheld keypad that enables voters with visual, cognitive, or
mobility impairments to mark a ballot.

Emergency Compartment — A locked compartment at the front of the tabulator where voters insert ballots that
cannot be scanned.

Ballot — The official paper, with ovals filled-in by the voter, that contains all the contests to be voted onin a
specific precinct. See also “Ballot Card.”

Ballot Bin— The locked compartment at the bottom of the tabulator that contains the ballots after they have
been scanned.

Ballot Card — The official voter-verifiable paper output of a ballot-marking device used by the voter, that contains
all the contests to be voted on in a specific precinct.

Ballot-Marking Device - The touch-screen technology that produces a paper record for vote tabulation. Provides
all voters with a simple and inclusive method of marking their ballot that conforms to ADA guidelines.

Ballot Style — The type of ballot issued to a voter that is predetermined by the Supervisor of Elections according
to the voter’s registration record (voting precinct and party affiliation).

Ballot Report Form - The form used to account for the number of ballots received, unscanned,

ed, provisional, voted (cast), used, and unused at each precinct. This form is completed by the Precinct Manager
and/or the Assistant Manager. A practice and final version are provided. Both are returned in the Teal Bag.

Challenged Voter — A voter whose eligibility to vote has been questioned. Challenged voters may vote a
provisional ballot.

Deputy — An Election Worker, deputized by the Sheriff, stationed outside of the polling room who maintains
order, monitors voter line length, monitors the No Solicitation Zone, and who announces the opening and the

closing of the polls.

Drop Zone - The site where designated election officials will drop off Red Bags and precinct supplies after the
polls close.

DS300 — See “Tabulator.”
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Early Voting — As dictated by Florida election laws, a period of 8-15 days when voters can vote in-person at any
Early Voting site in the county where they are registered to vote.

Election Board — The Managers and Inspector Techs appointed to conduct an election. In all questions that may
arise before members of an Election Board, the questions are required to be decided by a majority vote.

Election Team — All election workers, including the Deputy, that work at a given precinct during an election.

Elections Center - The location where training classes are held, election equipment is stored, and precinct
supplies are delivered and picked up prior to Election Day.

Electronic Poll Book — Device that partially automates the process of checking in voters, assigning them the
correct ballot style, and marking voters who have been issued a ballot. May be used in place of a traditional
paper poll book or precinct register.

Electronic Voter Identification (EViD) — See “Electronic Poll Book.”

EViD Activator — The USB drive that allows an EViD to access the Florida Voter Registration database and check-
in voters.

ExpressVote — See “Ballot-Marking Device.”

Florida Statutes - Enacted by the Florida Legislature, all the laws of the State of Florida, including those that
establish the electoral process in Florida.

General Election — An election held on the first Tuesday after the first Monday in November in the even-
numbered years for both, the purpose of filling federal, state, and county offices and for the purpose of voting
on constitutional amendments not otherwise provided by law.

Inspector Tech — A Election Worker trained to check in voters using the electronic poll book, issue ballots at the
Ballot Station and operate the tabulator.

Manager (Assistant Manager) — The person who oversees a polling place. Referred to as a Clerk in the Florida
Statutes.

MiFi Hotspot— A mobile Wi-Fi hotspot used to establish a wireless connection between the electronic poll books
at a precinct and the Supervisor of Elections data center allowing a voter’s status to be checked in real time.

Multipurpose Form — Form that combines the Florida Voter Registration Application, Declaration to Secure
Assistance, Declaration to Provide Assistance and Signature Affidavit into one convenient form.

No Solicitation Zone — As dictated by Florida election law, the area within a 150’ radius from the entrance of the
polling place, and within the polling room, where the solicitation of voters is illegal.

Oath of Person Entering a Challenge - Form provided to voters or Poll Watchers who challenge another voter’s

right to vote. This form must be completed by the person challenging the voter, and the challenged voter must
vote a provisional ballot.
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Overvote — When a voter marks the ballot for more candidates in a contest than the number of vacancies to be
filled.

Poll Watcher — Person designated by a political party, candidate, or political committee to observe the voter
check-in process and the conduct of the election. All Poll Watchers must sign up by the deadline and must meet

the requirements as provided by the Florida Statutes.

Poll Worker — Trained individual who processes voters, provides instructions on the proper use of voting
equipment, and solves potential problems that voters encounter at Election Day polling places.

Polling Place — The location and building where voting occurs in each precinct.
Polling Room — The room where voter check-in and the casting of ballots take place.
Precinct — The geographical area that designates where voters go to vote and which ballot they receive.

Precinct Register — The paper list of the names and addresses of every citizen who is registered to vote in a
specific precinct.

Primary Election - The nomination of candidates of political parties as provided by Section 100.061, Florida
Statutes. Held the Tuesday ten weeks prior to the general election.

Provisional Ballot — A ballot cast by an individual whose eligibility to vote cannot be determined. The validity of
the provisional ballot is determined by the Canvassing Board provided by Section 101.048, Florida Statutes.

Results Tape — The tape that is printed on the tabulator after the polls are closed that summarizes the election
results for a precinct.

Rovers — Field service technicians directed by SOE staff to polling places to assist with technical issues.

Sample Ballot — Paper or digital examples of each precinct’s ballots that are mailed, emailed, or distributed at
SOE offices that a voter can use to make informed selections prior to voting their actual ballot on Election Day.

Secrecy Sleeve — Issued by the Inspector Tech at the Ballot Station to provide privacy for the ballot.

Service Animal — A specially-trained animal performing work or tasks to assist persons with a disability.
Emotional support animals are not the same as service animals according to Florida statute.

Sign Kiosk — A tri-fold information board located near the Help Desk that includes information, notices and voter
instructions in English and Spanish.

Solicitors - Candidate and/or campaign supporters; petitioners; and news media. Allowed only outside the 150-
foot radius of the No Solicitation Zone.

Spoiled Ballot — A ballot that has been marked in error, torn, or damaged during the election, or a ballot that has

been rejected by the tabulator. Placed in the Spoiled Ballot Envelope and accounted for at the end of the night
on the Final Ballot Report Form.
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Tabulator - Voting machine used in Duval County to tally votes, transmit results, and print election reports on
Election Day.

Universal Primary Contest — If all candidates for an office have the same party affiliation and the winner will
have no opposition in the General Election, all qualified voters, regardless of party affiliation, may vote in the
Primary Election for that office.

Unscanned Ballot — A blank or marked ballot that is intended to be tabulated but was not scanned by the
tabulator at the end of the election and will be reviewed by the Canvassing Board.

Undervote — When a voter does not make any selections or makes fewer selections than allowed in a contest on
the ballot.

Visual Aid Packing Chart — Color-coded chart identifying the location of all precinct supplies and how to pack the
backs during closing procedures.

Vote-by-Mail (formerly known as absentee ballot) - A ballot that is mailed or picked up in advance of an
election. Provides the voter the option to vote without having to visit an early voting site or polling place on

Election Day. Requested by any registered and qualified voter.

Voter Accessibility Kit — Contains signature guides, sanitary ear and head covers, and other accessibility
resources.

Voter Information Card (formerly known as Voter Registration Card) - A card mailed to each registered Florida
voter listing voter’s name, date of birth, precinct number, party affiliation, voter registration number, date of
issue, districts representing the voter, and polling place. The card is issued for informational purposes only.
Voting Booth — A piece of equipment set-up for voters to mark their ballot in private.

Voter Registration Form — A Voter Registration Application, also known as FVRA form (Florida Voter Registration
Application). This is used when a voter wishes to register to vote or to make a change to their voter registration.
It is found in Section 1 of the Multipurpose Form.

Voting Pass — A ticket given to a voter at check in that authorizes them to receive a ballot.

Write-in Candidate — A candidate who is qualified to run for election by way of the voter writing the name of the
candidate on the ballot.

Zero Tape — Election tape that is printed by the tabulator and verified by the Precinct Manager and the Assistant
Manager or Inspector Tech before voting begins to certify that all races have a zero total.
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