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Presenter
Presentation Notes
Hello, and welcome to Precinct Election Official Training for the May 8, 2018   Election.  



Thank you for your service!

•We can’t have an 
election without you!

Presenter
Presentation Notes
We can’t thank you enough for your service as a Precinct Election Official.  You’ll be part of a team of nearly 1,200 poll workers around the county on Election Day, and hundreds of thousands across the state of Ohio.  Your service helps to ensure we conduct fair and impartial elections that are well organized and professionally managed.  And on behalf of the entire staff at the Board of Elections, thank you!We also value your feedback.  After your training today, you’ll have the opportunity to offer your feedback on this online training by taking a brief survey.  And after Election Day, you can offer further feedback on the election process with a survey on our website.  The link is available on the first page in your manual.



We are here to help!
(inside front cover)

• Call the Board of Elections anytime to help with 
your questions.  

• Refer to the inside front cover of your manual 
for contact phone numbers.

• Our website also contains training materials and 
videos for your reference.

Presenter
Presentation Notes
Remember that the Board of Elections is your Help button.  Call us anytime for assistance and to answer your questions.  The inside front cover of your manual contains contact numbers.  And our website also contains training materials and videos for your reference.



Agenda and Manual 
(page ii-iii)

• Election Overview
• Preparing for Election Day
• Polls are Open:

• Check-in Judges
• Provisional Review Judges
• Voter Assistance Judges
• Managing the polling place

• Closing the Polls
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About Your 
Manual

READ and STUDY 
your Manual at 
home to become 
comfortable with 
the other 
procedures for 
Opening and 
Closing the Polls 
and other aspects of 
your responsibilities 
that we will be 
reviewing today.

Presenter
Presentation Notes
Today’s class will be organized using the same sections as your poll worker manual.  



The Board of Elections Role
(page 2)

Before you set foot in polling place:
• Process candidate and issue petitions and certify 

to the ballot;
• Create ballot and test voting equipment
• Process voter registration and issue absentee 

ballots
• Secure polling locations and pack all supplies
• Deliver equipment and supplies to polls by 

Monday afternoon



The Board of Elections Role
(page 2)

After the polls close:
• Receive and unpack supplies
• Upload memory cards, scan paper ballots, and 

tabulate results
• Verify provisional ballots and process absentee 

ballots mailed before Election Day
• Begin official count after 10th day following 

Election Day
• Certify results by the 21st day following Election 

Day.



Important Election Terms
(page 3)

• Precinct:
▫ A district within a county established by the Board 

of Elections within which all qualified electors live 
and vote at the same polling location.

• Precinct Election Officials:
▫ Qualified electors in the county and appointed by 

the county Board of Elections to conduct the 
elections in a polling location in the county.  Also 
referred to as judges and poll workers.



Important Election Terms
(page 3)

• Provisional Ballot
▫ Given to a voter whose eligibility to vote cannot be confirmed at 

the polling location.  
▫ Voter is given a paper ballot to vote and place inside a yellow 

envelope with a form on it that the voter completes to enable the 
Board of Elections to determine the voter's eligibility to vote.

• Location Supervisor
▫ The precinct election official in your location who is responsible 

for managing the location, including:
 setting up the equipment
 supervising the Precinct Election Officials
 formulating a work plan for Election Day, including work 

assignments and schedules, 
 returning supplies to the Board of Elections, and 
 overseeing the location to ensure the election is run properly.



You’re Part of a Team
(page 4-5)

• Teammates include:
▫ Location Supervisor (LS)
 Lead technical and administrative supervisor

▫ Designated Judge (DJ) – aka Driving Judge
 Picks up supplies and returns them with LS

▫ Check-In Judge
 Checks in all voters on electronic poll books

▫ Provisional Review Judge
 Reviews provisional envelopes for completion

▫ Voter Assistance Judge
 Assists voters as needed at the voting units



You’re Part of a Team
(page 5)

• Everyone helps to:
▫ Set up location on Monday evening
 Including setting up voting equipment & voter tables

▫ Verify location is accessible for all voters
▫ Confirm zero ballots cast and issued on all voting 

units and electronic poll books Tuesday morning
▫ Assist voters as directed
▫ Help close the polls, run required reports and 

pack equipment for return to the Board of 
Elections



The Basics of Serving
(page 6)

• Work Schedule:
▫ Monday from 6:30pm to about 8:30pm
▫ Election Day from 5:30am to about 8:30pm
▫ Breaks will be scheduled

Presenter
Presentation Notes
All precinct election officials must complete training prior to working the May 8th   election.Also don’t forget about our open practice days on April 27th and 27th from 9-4.Your work schedule will include about 2 hours on Monday evening from 6:30 to 8:30, depending on how long it takes to set up your polling location.  On Election Day, you’ll report at 5:30 and stay until you’ve finished packing up supplies after the polls close, usually at about 8:30pm.  You will have an hour for lunch and, if turnout permits, breaks throughout the day as scheduled by your location supervisor.



Do’s and Don’ts to Remember
(page 6)

DO:
• Look and act professional;
• Work well with other workers, 

Location Supervisor and Staff;
• Resolve problems for voters; 

and
• Call the BOE with any 

questions.
• Keep calm and help the voter 

in front of you.

Remember to bring enough 
medicine and food for the day. 
You will get 1 hour for lunch 
and breaks during the day.

DON’T:
• Campaign or attempt to 

influence any voter;
• Use anything that distracts 

from your duties (like cell 
phones, computers, iPods, 
books, etc.)

• Offer baked goods, etc. for 
sale;

• Place food or drinks on or near 
electronic equipment check-in 
table; or

• Engage in any activities 
identified as illegal or 
unacceptable.

Presenter
Presentation Notes
Remember also that as a poll worker, you represent the Butler County Board of Elections on the front lines to our voters.  Please remember to look and act professional, work as a team member with your fellow poll workers, and call the Board with any questions or problems.  You’ll also want to remember to bring enough medicine and food for the day.  Poll workers are prohibited from campaigning or offering anything for sale at the polls.  We also ask that you not use your cell phone, read a book or other device while voters are in your polling place.  And remember not to place food and drinks near the e-poll books.



Ethics for all Election Workers
(page 7)

13

 All Election Workers must familiarize themselves and 
comply with the Ohio Ethics Laws and the Secretary of 
State’s Ethics Policy (manual page 7).

Presenter
Presentation Notes
As a reminder, All Election Workers must familiarize themselves and comply with the Ohio Ethics Laws and the Secretary of State’s Ethics Policy, which can be found on page 7 of your poll worker manual.You’ll sign the Ethics Policy Acknowledgement when you take your Oath on Monday evening.
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Presenter
Presentation Notes
Let’s move on now to cover what you need to do to set up your polling location on Monday evening.  Refer to page 8 in your manual.



Monday Evening
(page 8-9)

• Follow the Checklists!
▫ The Monday Set Up Checklist begins on page 8 of your Manual.

• Monday Evening Duties:
▫ Confirm your location is accessible for all voters;
▫ Set up voting equipment following guidelines and diagram;
▫ Your Location Supervisor will be on hand to assist and direct;

▫ Run printer tests on voting equipment to ensure they are set up 
properly;

▫ Set up and log into E-Poll Books – All PEOs will sign Oath 
Statement.

▫ Set up other voter check-in tables
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Presenter
Presentation Notes
On Monday evening, you’ll report to your location at 6:30pm.  Your Location Supervisor should already be there setting up.  You should be prepared to help set up the voting units, run printer tests and complete required paperwork on the voting units, and help set up the voter tables.  Follow the checklists in your manual on pages 8 and 9 to ensure you’ve completed everything needed.
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(page 13)

Basics of a 
Perfect Polling 
Place:

• Poll Workers & 
voters can see who 
is coming and 
going

• All voters can 
easily get into, 
through, and out 
of the location.

• Voters can vote 
with privacy

• Food & drinks are 
away from voting 
area & check-in 
table

SAMPLE POLLING LOCATION

Paper/Provisional 
Voting Table

0 unit closest to door

Voter Access 
Cards returned

Ballots & Provisional 
Envelopes

Provisional 
Review Table Voter 

Check In

Presenter
Presentation Notes
This diagram shows an example of a perfect polling place.  Each location must be set up to ensure that poll workers and voters can see who is coming and going, all voters can easily get into, through, and out of the location, and voters can vote in privacy.  Any food and drinks should be kept away from the voting area and the check in table.  Your location supervisor will have a diagram specific to your location that outlines the location of all your tables and voting units for your reference when setting up on Monday evening.



Step 1:  Ensure location is accessible
(page 14)

Outside the Location:
1. Make sure the route from the parking lot into the polling place 

is  accessible.  Remove potential barriers.

2. Check to make sure accessible parking spaces are marked with 
vertical signs (including at least 1 “van” sign) and that they are 
closest to the accessible entrance.

3. Precinct Election Officials should NOT park in those spaces.

4. Make sure directional signs are posted as needed.

5. Make sure doors can be opened with a closed fist.

6. If needed, ensure alternate accessible entrance is unlocked.
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Presenter
Presentation Notes
The first step in setting up a polling location is to ensure the location is accessible to all voters.  Precinct Election Officials should visually inspect the location both inside and out to remove potential barriers and ensure people with disabilities can easily enter and move around the location.Outside your location, make sure the route into the building is free from barriers.  Ensure your accessible parking spaces are located closest to the accessible entrance, and vertical parking signs are posted, including at least one van sign.  You should NOT park in those spaces.  Make sure directional signs are posted, with arrows pointing in the correct direction.  And make sure all doors can be opened with a closed fist.  



Step 1:  Ensure location is accessible
(page 14)

Inside the Location:
1. Voters should be able to easily move from the polling 

location entrance to voting area.
2. Make sure there is a minimum 36” path through the 

voting area.
3. Ensure accessible tables and voting machines have 

adequate privacy.
4. Make sure there are no tripping hazards (cords, etc.).

Refer to the checklist on Page 15 of your manual to ensure 
your location is accessible.
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Presenter
Presentation Notes
Inside your location, make sure voters can move easily through the location and to the voting area.  Make sure there is a minimum 36 inch path through the voting area.  Ensure accessible tables and voting units have adequate privacy, and ensure there are no tripping hazards.  Use the checklist on page 15 of your manual when inspecting your location to ensure it is accessible for all voters.



Step 2:  Set Up Voting Units
(page 17-22)

• Your Location Supervisor 
will demonstrate how to 
set them up at your 
polling place on Monday 
evening.
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Presenter
Presentation Notes
The next step in setting up your location is to set up the voting units.  Let’s watch a short video demonstrating how to set up the electronic TSX units.  Your manual also has step-by-step guidelines beginning on page 17.  Refer to page 17 for key reminders when setting up your voting units. Your units are packed in numerical order.  The zero machine must be located closest to the door.  Set up the units at least 24 inches apart and angle them for privacy.  Once the units are set up, you’ll also daisy chain them together.  Remember not to daisy chain more than 6 units together.Your location supervisor will have a diagram specific for your location that outlines where to place the voting units.  Call the Board of Elections for assistance if you have any difficulty following your diagram.



Step 2:  Set Up Voting Units
(page 17-22)

Key Reminders:
• Voting units in numerical order
• Zero unit placed closest to the accessible entrance
• Space units 24 inches apart
• Angle voting units for privacy
• Don’t daisy chain more than 6 units together
• Make sure power cords are taped down & don’t 

pose a tripping hazard
• Refer to your LS set up diagram

20

Presenter
Presentation Notes
The next step in setting up your location is to set up the voting units.  Let’s watch a short video demonstrating how to set up the electronic TSX units.  Your manual also has step-by-step guidelines beginning on page 17.  Refer to page 17 for key reminders when setting up your voting units. Your units are packed in numerical order.  The zero machine must be located closest to the door.  Set up the units at least 24 inches apart and angle them for privacy.  Once the units are set up, you’ll also daisy chain them together.  Remember not to daisy chain more than 6 units together.Your location supervisor will have a diagram specific for your location that outlines where to place the voting units.  Call the Board of Elections for assistance if you have any difficulty following your diagram.



Common Problems Setting Up 
Voting Units

See the bottom of page 22 in your manual 
for troubleshooting tips.

- Check the Printer Housing is installed properly
- Check the smoky brown cover snapped shut.
- Check that the feed paper tab is down.
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Presenter
Presentation Notes
It is not uncommon to encounter problems when installing the printers on the voting units.  Page 22 in your manual has troubleshooting tips for common printer installation problems.  Take the time to ensure your printers are operational on Monday night to prevent any delays when opening the polls on Tuesday.  Your location supervisor and the Board of Elections can help you troubleshoot as needed when installing the printers.  If you’d like hands on practice before Election Day, please come to one of our open practice days at the Board offices.



Step 3:  Run Printer Test
(page 23-24)

• Test the printer on each voting unit to ensure 
they are installed correctly.

• See page 23-24 for step-by-step guides.
• Laminated color copies of the Printer Test 

instructions are also found in the small Red bag 
at your location.
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Presenter
Presentation Notes
Step three in setting up your location is to run printer tests on each voting unit.  Refer to page 23 for instructions.  When you’ve finished, you’ll need to seal the memory card door and complete necessary paperwork for each unit to ensure the security of the election.  Follow the instructions on your Voting Unit Activity Log form to complete.  A sample of this form is also located on page 24 of your manual.
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Step 3:  Complete Paperwork as 
you Run Printer Tests
(page 23-24)

Lock Memory Card 
Door before 

sealing.

Presenter
Presentation Notes
Step three in setting up your location is to run printer tests on each voting unit.  Refer to page 23 for instructions.  When you’ve finished, you’ll need to seal the memory card door and complete necessary paperwork for each unit to ensure the security of the election.  Follow the instructions on your Voting Unit Activity Log form to complete.  A sample of this form is also located on page 24 of your manual.
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Step 4: Set Up E-Poll Books
(page 25)



Mandatory Sequence: Step 1 – Set up 
MiFi Device
(page 26)

• Plug in and turn on 
the MiFi Device 

• 1 per location
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Mandatory Sequence: Step 2 – Set up 
Printers
(page 26)

• Plug in and turn on 
the Printers

• Match Printer 
number to number on 
front of E-Poll Book 
Tablet
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Mandatory Sequence: Step 3 – Set Up 
iPad
(page 26)

• Set Up and turn on 
the Touchpad

• STOP! Don’t plug the 
power cord into the 
Touchpad yet.
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If needed, press the Home button on 
the iPad to turn the screen on.
(page 26)
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Step 5: All PEOs Sign into E-Poll Book
(page 27)

• Choose One 
Touchpad to sign in 
PEOs.

• You must sign in and 
out on the same 
touchpad.

• Touch the e-poll book 
icon to launch the e-
poll book.
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Signing Into E-Poll Book
(page 27)

• From the Start 
screen, touch the Blue 
Menu button in the 
upper right. Select 
Poll Worker Payroll.
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All PEOs Sign In – Use One E-Poll Book 
to Sign In
(page 27)
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Verify Information is Current
(page 27)

• Verify your name, 
address, and phone 
number are correct. 
▫ Touch the Red button if 

any edits are needed. 
• Touch the Green button 

to continue to the Oath 
screen.
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Sign the Oath Statement
(page 28)

• Read the oath and 
sign in the space 
marked using a 
stylus. Then touch the 
Green I Accept 
button.
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All PEOs Sign In
(page 28)

• Repeat the process for all 
PEOs. 

• If you are a replacement 
worker who does not 
appear on the list 
assigned to your location, 
touch the Add Worker 
button.
▫ Your LS should call the 

BOE to confirm you 
should be there.
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What if you are a substitute worker?
(page 28)

• A list of substitute 
workers will display. 
Touch your name to 
highlight and then 
touch Continue. 

• If it does not appear, 
touch the “I Am Not 
on the List” button.
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Signing In As A Substitute
(page 28)

• Select your 
assignment.

36



Signing In As A Substitute
(page 29)

• Verify your information is 
correct, or if needed, add your 
name, address, phone number 
and party. Touch Continue to 
sign the Oath Statement.

• Once all PEOs have completed 
the check in and signed the 
oath statement, touch the 
Home button to return to the 
Start screen. 
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Step 6: LS Scans Absentee List
(page 29)

• LS completes this 
task.

• Select Update 
Absentee from the 
Blue Menu on the 
Start screen. 

• Note: it is only 
necessary to do this 
on one e-poll book in 
your location.
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Step 6: LS Scans Absentee List
(page 29)

• Touch the Scan 
button 

• Hold the bar code 
located under the 
camera on the e-poll 
book. 
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Scanning Absentee Lists
(page 29)

40



Step 6: Scanning Complete
(page 29)
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NOW Plug In Charging Cord into iPad
(page 29)
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Step 7: Set Up Other Election 
Supplies
(page 30-32)

• Continue following your Checklist on Page 8 to 
set up all of your other Election Supplies.  

• Diagrams on pages 30 thru 32 illustrate where to 
place supplies for easy access.

• When finished, all PEOs sign out on e-poll book.
▫ Use the same e-poll book you used to sign in.

• LS calls Board of Elections to report location is 
set up.
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Presenter
Presentation Notes
Finally, step five on Monday is to set up your other voter tables.  Continue following your Monday checklist and refer to the diagrams on pages 30-32 for setting up your check-in table, provisional table, and ballot table. Once you have verified you have all supplies, your equipment is set up and sealed, and your tables are ready for Election Day, it’s time to go home for the evening.  All PEOs sign out on the e-poll books. Your location supervisor should call the Board of Elections to report when your polling place is set up.  You’ll want to get a good night’s sleep for the long day on Tuesday.



Tuesday morning checklist on page 33.
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Presenter
Presentation Notes
On Tuesday morning, you’ll report at 5:30am to prepare for voters.  Follow the Tuesday Morning checklist found in your manual on page 33. Remember that all PEOs will need to sign payroll on the e-poll books again, including any substitute workers.



Print Zero Reports on Voting Units
(page 34-35)
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• Work in teams of two judges of opposite 
parties and  follow steps on page 34 in your 
manual.

 IMPORTANT: By law, each Polling Location must confirm 
that there are no votes on all voting units prior to opening 
the polls.

• By 6:30 a.m., the Polls must be open with a 
minimum of one Voting Unit and E-Poll 
Book working, or must open with Paper 
Ballots and Voter Registration List. 

Presenter
Presentation Notes
The first and most important step is to run zero reports on the voting equipment verifying there are no votes before the polls open.  You’ll work in bipartisan teams of two to load the memory cards into the voting units and run the zero reports.  Follow the instructions on page 34 of your manual.  



Log Into Electronic Poll Books by 6am
(page 36-37)

46

All 
connections 
and power 
should be 
green

Presenter
Presentation Notes
The judges working at the check in tables must log into the e-poll books by 6am and print zero reports. Instructions for logging into your electronic poll book are located on page 36 of your manual.  You’ll also need to hang the official voter registration list in a conspicuous place.  Finally, it’s a best practice to ensure your ADA equipment is still in place both inside and outside the polling place and that no precinct election officials have parked in any of the accessible parking spaces.  



Log Into Electronic Poll Books
(page 36)

47

Presenter
Presentation Notes
Enter your name and touch continue.



IMPORTANT:  Answer YES
(page 36)

48

Presenter
Presentation Notes
Answer yes, the e-poll book is being used at the Voter Assistance Table.



Enter LS and DJ Passwords
(page 36)

49

Presenter
Presentation Notes
Enter the LS and DJ passwords.



Verify Printer is Found
(page 37)

50

Presenter
Presentation Notes
The device will look for a printer. Once found, touch continue to print the zero report. Place the zero report into the inside front pocket of the White Binder.



The E-Poll Book Launchpad
(page 38)

51
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Presenter
Presentation Notes
This is the launchpad, where you will “launch” from for every function through the day. Let’s get to know this screen:You have your device settings button. This is your troubleshooting menu for anything technical with the unit. Your LS is trained to handle any technical issues.This is the Blue Menu. We’ll review this menu in just a minute.This is your device ID. If you call into the BOE with any problems, or you log an incident, this number will be important to helping us find which device you are having trouble with.This tells you when you are connected to the wireless network and to the other devices in your location.This tells you your printer status.This is your polling location and the name of the PEO who is logged into process voters.This tells you the number of voters who have been checked in.This tells you your battery status.



The Blue Menu
(Page 38)

Presenter
Presentation Notes
The blue menu button on the Launchpad is where you’ll find your administrative options. Including: · Precinct Lookup—Searching for a voter’s precinct by address· 11 & 4 List—Printing the hanging lists at 11am and 4pm· Soil/Void Ballot—Spoiling and reissuing or admin spoiling a voter’s ballot· Incident Report—Report a problem or incident to the Board of ElectionsCheck in Logs – used to print provisional hanging lists.· Help Guide—View PDFs and training videos· Phone Numbers—View important Election Day Phone Numbers· Update Absentee—Scan absentee barcodes to update the latest absentee statuses· Logout—Go back to the My Session Screen, logout,  and/or close the electionVoter Not Found – used to enter voters who do not appear anywhere in the county in a manual voter search Next, let’s look at your new voter processing chart.



Review – Preparing for Election Day
What have I learned?

 Election Overview
 Using your Monday Checklist
 Setting up the perfect polling location
 Accessibility – Inside and Outside
 How to set up the e-poll books
 How to sign in for payroll
 How to update absentee data
 Using your Tuesday Morning Checklist
 Running zero total reports and 
 Logging into e-poll books
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Presenter
Presentation Notes
Let’s review what we’ve covered so far.  We’ve reviewed your duties and election do’s and don’ts.  We reviewed the Monday checklist, and learned how to make sure your location is accessible to all voters.  You’ve had a refresher on setting up the voting units and e-poll books, and learned where to find your Tuesday morning checklist as well as instructions to run zero reports and log into your e-poll books.   Next, we’ll discuss how to process voters at the Check In Table.
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Presenter
Presentation Notes
Let’s begin by turning to page 39 in your manual where Part 4 begins.



Types of Voters
(page 39)

Regular Voters
• Any voter who meets all of the following 

requirements:
▫ Name and address current in e-poll book, 

UNLESS
 Voter has legal proof of name change
 Voter moved within the same precinct

▫ Is at the correct polling location
▫ Has no Red Code in e-poll book
▫ Has proper identification (see page 39)

▫ NOTE: Regular voters can vote on TSX units 
or on paper.
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Presenter
Presentation Notes
We Specially say there are three types of voters you’re likely to see on Election Day.  Regular voters are your most common type of voter.  They have up to date registration and the correct form of ID.  They can vote on either the voting units or on paper if they wish.  Remember that voters who have moved within the same precinct may also vote a regular ballot, and voters with legal proof of a name change may also vote a regular ballot.



Types of Voters
(page 39)

Provisional Voters
Any voter who can’t be confirmed at the polling location because:
• Has no proper ID
• Has changed name and doesn’t have legal proof
• Has a Red Code in e-poll book indicating absentee ballot issued or Voter 

Notification Card returned undeliverable
• Has moved to a new precinct and didn’t update registration
• Is at the wrong location and refuses to go to the correct place
• Is not listed anywhere in the e-poll book.

Remember:  A Provisional Voter MUST receive 
the CORRECT PRECINCT envelope and 
ballot!
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Presenter
Presentation Notes
Provisional voters are voters whose eligibility to vote cannot be confirmed at the polling place on election day.  So we ask them to vote a paper ballot that is placed in an envelope containing a form the voters complete to help us verify their eligibility.  Provisional voters may include those who have no proper ID, have moved to a new precinct, have changed name and don’t have legal proof, have a Red Code indicating an absentee ballot was issued or a Voter Notification Card was returned to the Board of Elections as undeliverable, are at the wrong location and refuse to go to the correct location, or who do not appear in your electronic poll book.  It is critical that provisional voters vote in the correct location and receive the correct precinct envelope and ballot to ensure their vote counts.



Lost Voters
(page 39)

• Voters at the wrong polling location must go to 
the correct location.  
▫ Email, text or print them a receipt from the E-

Pollbook to send them to the right place. 
• Remind any voter who insists on voting at the 

wrong location that votes cast in the wrong 
polling location WILL NOT count.
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Presenter
Presentation Notes
Sometimes voters get lost.  They may come to your location, but you discover in the electronic poll book that they should vote somewhere else.  Print them a receipt with the location and address where they should vote and please send them on their way.  Any vote cast in the wrong location will not count.



Acceptable Voter ID
(Page 39; and Refer to Appendix Page 81-83)

Photo ID:  
• Issued by the U.S. government or 

state of Ohio
• Must meet following criteria:
▫ Not expired
▫ Has voter’s name unless voter has 

legal proof of a name change to 
complete Form 10-L

▫ Has voter’s current address unless it 
is an Ohio Driver’s License or State 
ID

▫ Remember:  OH Driver’s License or 
State ID MAY have an old address.
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Presenter
Presentation Notes
Voters need to provide ID under Ohio law to vote on Election Day.  While photo ID is not required, a voter may present a government-issued photo ID to vote, as long as it is not expired AND has the voter’s name and address.  If a voter’s name does not match the voter record, the voter may also present legal proof of the name change (such as a marriage license or court order) and complete a Form 10-L and still vote a regular ballot.  If the address on the voter’s state ID or Ohio Driver’s License does not match the voter record, that’s okay.  The voter may still vote a regular ballot and no further proof or form is required.



Acceptable Voter ID
(Page 38; and Refer to Appendix Page 81-83)

New Ohio Drivers License

Presenter
Presentation Notes
Military ID cards or photocopies of them are acceptable IDs for voting as well.  They do not need to contain the voter’s name and address, but you must be able to determine that it is the military ID card of the voter presenting it.  



Acceptable Voter ID
(Page 38; and Refer to Appendix Page 81-83)

Military ID
• Military ID cards or copies 

of them are okay even if the 
voter’s name and address is 
not on the card.  

Presenter
Presentation Notes
Military ID cards or photocopies of them are acceptable IDs for voting as well.  They do not need to contain the voter’s name and address, but you must be able to determine that it is the military ID card of the voter presenting it.  



Acceptable Voter ID
(Page 39; and Refer to Appendix Page 81-83)

Non-Photo ID
• Must contain voter’s correct 

name and current address
▫ Unless voter has legal proof 

of a name change for Form 
10-L

• Must be current within one 
year

• May be original document, 
copy, or displayed on 
electronic device

Types of Valid Non-Photo ID
• Utility bills
• Bank Statements
• Government Checks
• Paychecks or direct deposit 

receipts
• Other Government Document 

(for example:)
• Letter or notice
• Tax bill
• College/university/community 

college transcript or grade 
report

Presenter
Presentation Notes
Photo ID is not required for voting in Ohio.  A voter may also present non-photo ID as long as it meets certain criteria:  It must contain the voter’s correct name and current address and it must be current within the past year.  It may be the original document, a photocopy or displayed on a smart phone or electronic device.Types of valid non-photo ID include utility bills, bank statements, government checks, paychecks or direct deposit receipts, and other government documents.  A government document must be issued by a government office, including any local, state or federal government office or agency, or a public college, university or community college whether or not in Ohio.  Examples of government documents include letters, tax bills, notices, court papers, grade reports, or transcripts.  Refer to the Voter Identification Requirements Guide on pages 81-83 for more information about voter identification.



Samples of Valid Non-Photo ID



Unacceptable Voter ID
(Page 39; and Refer to Appendix Page 83)

• Driver’s License or photo ID issued by a different state
• Social Security Card
• U.S. Passport
• Birth Certificate (unless voter still lives in house where 

he or she was born and it contains the voter’s address)
• Insurance Cards
• Registration notice from Board of Elections.  Other 

documents from the Board of Elections are valid as 
government documents.

Presenter
Presentation Notes
The following are not valid ID for voting in Ohio:



Searching for Voters from the 
Launchpad
(page 41)
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Presenter
Presentation Notes
You have three options on the launchpad for searching for voters. The first, most common, is the Green Driver’s License scan. The Yellow button is used for manually searching for voters who have another type of ID, like a utility bill, bank statement, etc. The Red button is used for manually searching for voters who do not have any valid ID. We’ll walk step by step through each of these options and check in various types of voters.



Using the Green Driver’s License Scan
(page 41)
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Scan Driver’s License
(page 41)
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ASK: What is your name and current 
address?
(page 43)
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Voter then signs.
(page 43)
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Verify Signature and Issue Ballot
(page 44)
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Program Card
(page 44)
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Insert Voter Access Card
(page 44)
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Note Audio Ballot for Visually Impaired 
Voters
(page 44)
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Touch Continue to Program Card
(page 44)
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All Done Processing Voter: Great Job!
(page 45)
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What if the voter requests to vote a 
paper ballot?
(page 45)
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Scan Driver’s License
(page 41)
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ASK: What is your name and current 
address?
(page 43)
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Voter then signs.
(page 43)
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Verify Signature and Issue Ballot
(page 43)
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Select Paper Ballot
(page 45)

80



Retrieve correct ballot & envelope 
from Ballot Table(page 45)

• Be sure to retrieve correctprecinct ballot.
• Retrieve white Regular Paper Ballot Envelope.
• Write Precinct number in the space provided on 

the Regular Paper Ballot Envelope.
• Have partner verify.
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Scan barcode on ballot stub
(page 45)
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All Done Processing Voter: Great Job!
(page 44)
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Using the Yellow Manual Voter Search 
for voters with other valid ID
(page 41)
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Select type of identification
(page 41)
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Enter few letters of last name and full 
house number
(page 41)
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Select voter and touch continue
(page 41)
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ASK: What is your name and current 
address?
(page 43)
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Voter then signs.
(page 43)
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Verify Signature and Issue Ballot
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Program Card (or Paper Ballot)
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Insert Voter Access Card
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Touch Continue to Program Card
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All Done Processing Voter: Great Job!
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Checking in a voter with no valid ID
(page 42)
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Enter few letters of last name and full 
house number
(page 42)
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Enter few letters of last name and full 
house number
(page 42)

97



Locate correct voter from list and 
touch Continue
(page 42)
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ASK: What is your name and current 
address?
(page 46)

99

Not Eligible to vote a regular ballot – No Valid ID



Voter then signs.
(page 46)
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Confirm Signature matches and touch 
Issue Ballot
(page 46)

101



Retrieve correct ballot from Ballot 
Table(page 47)

• Be sure to retrieve correct precinct ballot.
• Retrieve Yellow Provisional Envelope.
• Write Precinct in the space provided on the 

Provisional Envelope.
• Have partner verify.
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Scan barcode on ballot stub
(page 47)

103



All Done Processing – Great Job!
(page 47)
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What if the voter is marked not 
eligible due to Absentee or VNC?
(page 46)
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ASK: What is your name and current 
address?
(page 46)
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Voter then signs.
(page 46)
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Verify signature
(page 46)
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Retrieve correct ballot from Ballot 
Table(page 47)

• Be sure to retrieve correct precinct ballot.
• Retrieve Yellow Provisional Envelope.
• Write Precinct in the space provided on the 

Provisional Envelope.
• Have partner verify.
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Scan Barcode on Ballot Stub
(page 47)
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All Done Processing – Great Job!
(page 47)
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What if the voter has moved?
(page 48)
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Scan Driver’s License or Manual Search 
with other ID
(page 41)
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ASK: What is your name and current 
address?
(page 48)
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Update voter’s address
(page 48)
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Enter new house number and few 
letters of street
(page 48)

116



Locate new address
(page 48)
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Enter Apartment # (if needed)
(page 49)
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Direct voter to verify
(page 49)
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Information is Correct. Touch Continue
(page 49)
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Confirm Eligibility
(page 49)
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Voter then signs.
(page 46)
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Verify signature
(page 46)
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Retrieve correct ballot from Ballot 
Table(page 47)

• Be sure to retrieve correct precinct ballot.
• Retrieve Yellow Provisional Envelope.
• Write Precinct in the space provided on the 

Provisional Envelope.
• Have partner verify.
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Scan Barcode from Ballot Stub
(page 47)
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All Done Processing – Great Job!
(page 47)
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What if the voter has moved within 
the same precinct?
(page 48)
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Scan Driver’s License or Manual Search 
with other ID
(page 41)
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ASK: What is your name and current 
address?
(page 48)
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Update voter’s address
(page 48)
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Enter new house number and few 
letters of street
(page 48)

131



Locate new address
(page 48)
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Enter Apartment # (if needed)
(page 49)
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Direct voter to verify
(page 49)
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Information is Correct. Touch Continue
(page 49)
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Confirm Eligibility
(page 49)
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Voter then signs.
(page 43)
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Verify signature
(page 46)
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Program Card
(page 43)
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Insert Voter Access Card
(page 44)
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Touch Continue to Program Card
(page 44)
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Give voter a Voter Registration Form 
to complete before voting.
(page 44)
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What if the voter’s name is not 
current?
(page 50)
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Scan Driver’s License or Manual Search 
with other ID
(page 41)
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ASK: What is your name and current 
address?
(page 50)
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Update voter’s name
(page 50)
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Touch X to clear information that 
needs updating
(page 50)
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Enter voter’s new name
(page 50)

148



Select documentation voter shows as 
proof of name change (or None if voter 
has no proof)
(page 50)
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Direct voter to verify
(page 51)
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Information is Correct. Touch 
Continue.
(page 51)
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Confirm Eligibility
(page 49)
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Voter then signs.
(page 43)
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Verify signature
(page 44)
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For voters who have proof of name 
change, the Form 10L will print. Direct 
Voter to Complete
(page 51)
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Program Card
(page 43)
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Voter Processing Complete – Great 
Job!
(page 43)
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If voter has no proof of name change, 
select None when prompted.
(page 50)
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For voters who do not have proof, they 
will be marked not eligible.
(page 51)

159



What if the voter is not found?
(page 52)
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Scan Driver’s License or Manual Search 
with other ID
(page 41)
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No voter found. Manual Search.
(page 52)
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Enter first 3 letters of voter’s last 
name and full house number
(page 52)

163



Enter first 3 letters of voter’s last 
name and full house number
(page 52)
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Still not found? Search again using last 
name and birth year
(page 52)
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Enter first 3 letters of voter’s last 
name and birth year
(page 52)
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No results at this location. Select Not 
in this Location
(page 52)
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If you locate voter in county results
(page 52)
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Update voter’s address if needed or 
re-direct voter to correct location
(page 52)
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If voter still not found in county 
results, touch Home
(page 52)
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If voter is still not found, touch Home 
and Select Voter Not Found in Blue 
Menu
(page 53)
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Enter voter’s name and birth date
(page 53)
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Enter voter’s name and birth date
(page 53)
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Enter House Number and few letters of 
Street
(page 53)
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Locate voter’s address
(page 53)
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Enter apartment number if needed
(page 53)
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Direct voter to confirm information
(page 54)
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Information is Correct. Touch 
Continue.
(page 54)
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Process provisional or re-direct to 
correct polling location
(page 46)
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Voter then signs.
(page 46)
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No Signature to verify signature
(page 46)
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Retrieve correct ballot from Ballot 
Table(page 47)

• Be sure to retrieve correct precinct ballot.
• Retrieve Yellow Provisional Envelope.
• Write Precinct in the space provided on the 

Provisional Envelope.
• Have partner verify.
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Scan Barcode from Ballot Stub
(page 47)
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All Done Processing – Great Job!
(page 47)
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What if voter is in the wrong polling 
place?
(page 47)
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Touch Rotate Screen button to flip 
screen for voter’s view
(page 47)
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Tilt screen on axis to show voter map 
view.
(page 47)
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OR Touch Envelope to text or email 
address to voter
(page 47)
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OR Expand Map and Get Turn-by-Turn 
Directions
(page 47)
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Touch the Blue Print Button to Print 
Directions
(page 47)
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To Email or Text Address to Voter
(page 47)
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Finally, touch Continue to print 
address
(page 47)
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Re-direct slip will print with voter’s 
polling location address
(page 47)
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All Finished! Hand re-direct slip to 
voter.
(page 47)

194



Processing a Curbside Voter

• Curbside Voter
▫ Voters may need to 

vote from their car
▫ See 55 in your 

manual for 
instructions on 
how to process in 
new e-poll books

Presenter
Presentation Notes
You may also have a voter who requests to vote from his or her car.  If you are notified that a voter needs to vote curbside, please refer to page 55 in your manual for instructions on how to issue the voter a ballot.



Voter confirms.
(page 43)
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Reissuing a Ballot on the E-Poll Book
(page 55)

• A voter may be reissued a ballot for any of the 
following reasons:
▫ Wrong ballot type or party issued 
 e.g. Issued a Card ballot instead of Paper ballot
 Or if voter selected the wrong party.

▫ Voter made a mistake on a paper ballot 
 Be sure to place soiled ballot into the Grey envelope on 

Ballot Table
▫ Voter Access Card not encoded properly
 NOTE:  The Voter Assistance Judges must confirm the 

voter did not cast the card before you may reissue 
another card.

Presenter
Presentation Notes
As a check-in judge, you may also be asked to help reissue a ballot to a voter.  A voter may be reissued a ballot for any of the following reasons:  If you or another judge issue the wrong type of ballot to a voter, such as a voter access card if a voter wanted to vote on paper.  If a voter makes a mistake on a paper ballot and requests a new one.  Or if a voter access card is not encoded properly and does not work in the voting units.  In this last case, you must have verification from the Voter Assistance Judges and/or Location Supervisor that the voter did not cast his/her ballot before you reissue another card.



LS must reissue a Ballot on the E-Poll 
Book
(page 56)

• Your Location Supervisor is the only PEO in 
your location authorized to reissue ballots.

• If your LS is not in the location and you need 
to reissue a ballot, call the Board of Elections 
for authorization and then follow the steps on 
page 56 in your manual.



Important Reminders about Reissues

• Never reissue a voter access card to a voter who 
has left the check-in area without verifying the 
voter has not cast a vote on the card he/she first 
received.  
▫ The Voter Assistance Judge and Location 

Supervisor should verify the voter did not cast a 
ballot on the first card.

• Voters have 3 chances to vote a regular ballot.  If 
they request a reissue more than twice, they will 
have to vote a provisional ballot.

Presenter
Presentation Notes
Remember these two key points when reissuing a ballot:  



Special Ballot Considerations
(page 57)
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• Split Precincts occur when the boundaries of 
a precinct do not match the boundaries of 
another district.

• The LS will be notified if a Precinct is split.
• Two poll workers should verify voter is given 

correct ballot.

Presenter
Presentation Notes
Split precincts occur when the boundaries of a precinct do not match the boundaries of a district.  For example, one precinct may contain two different school districts.  Your location supervisor will be notified if your location has any split precincts.  Pay attention to splits when issuing provisional and paper ballots – second checks will help you here!



Write-In Candidates
(page 57)
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• The Board of Elections will provide a list of names of 
eligible write-in candidates

• Keep list face down on check-in and provisional 
tables.

• Offer to voters only when they ask.
• If voter wants to vote for a write-in candidate on 

voting unit, they must select write-in.  A keyboard 
will appear on the screen for the voter to enter the 
name of the candidate they wish to write-in.



Review  - Check In Judge
What have I Learned?
 Types of voters and voter ID requirements
 Checking in Voters on Electronic Poll Books:

 Searching for voters using:
 Driver’s License Scan
 Manual Search if Other ID Provided
 Manual Search if No ID Provided

 Issuing Ballots to Eligible Voters
 Issuing Provisional Ballots to Voters Marked 

Not Eligible
 What to do if your voter has moved or has a 

name change?
 What to do if your voter is not found
 How to encode an Audio Ballot for a Visually 

Impaired Voter
 Curbside Voters
 Ballot Reissues
 Special Ballot Considerations
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Presenter
Presentation Notes
We’ve covered a lot of material, so let’s review:You also learned about the types of voters you’ll see as well as voter id requirements.Then we spent some time learning how to process those different types of voters on the electronic poll book, including all of the “What If” scenarios that can trip us up.  Remember to refer both to the electronic poll book screen for instructions and your manual when processing voters.  We then discussed what steps to follow for voters with special circumstances, such as encoding an audio ballot for a visually impaired voter, processing curbside voters, and reissuing a ballot if a voter makes a mistake or has problems voting on the electronic voting units.  Next, we’ll review the role of Provisional Judges and how to process Provisional Voters.  



Page 58 in Manual

Presenter
Presentation Notes
We are going now cover the roll of Provisional Judge and how to process Provisional Voters.  Turn to your manual on page 48 to follow along.



What is a Provisional Ballot?
(page 58)

• Second-chance ballot for voters
• Required when a voter’s eligibility can’t be 

confirmed at the polling place.
• All provisional ballot envelopes are used as voter 

registration by the Board of Elections following 
Election Day.  Voters casting a provisional ballot do 
not need to complete a voter registration form at the 
polls to update their information.
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Why would a voter have to vote a 
Provisional Ballot?
(page 58)

• Voter not listed in e-poll book
• Voter changed name but does not have legal proof 
• Voter moved into a your precinct but did not update voter 

registration
• Voter requested an absentee ballot
• Voter’s registration confirmation card was returned as undeliverable 

to the Board of Elections
• Voter has no valid ID for voting

Remember:  Voters who request to vote a paper ballot are NOT 
provisional voters and do not need to complete a provisional envelope.

Presenter
Presentation Notes
Remember that a provisional ballot must be cast when a voter’s eligibility to vote cannot be verified at the polling place.  This includes voters who do not appear in the e-poll book, who changed their name and have no legal proof, who moved into a new precinct, who have red codes because they were issued an absentee ballot or a voter notification card was returned undeliverable, or they forgot ID.  Voters in the wrong location who refused to go to the correct location may also cast a provisional ballot – but you should inform the voter that it will not count.Remember that regular voters requesting to vote on paper are NOT provisional voters and do not need to complete a provisional envelope.



Key Guidelines for Provisional Voters
(page 58)

• Yes, provisional ballots are counted.  
▫ The form on the Yellow Provisional Envelope is used to confirm a 

voter’s eligibility.  
▫ Once a voter’s eligibility is confirmed, the provisional ballot is 

counted in the Official Count of the election.  
• Provisional envelopes must be completed correctly and 

provisional voters must vote in the correct place or their vote 
will not count.
▫ Check-In Judges must ensure voters are in the correct polling place.
▫ Voters must complete the form on the Envelope correctly or their 

vote won’t count.
▫ Provisional Review Judges must carefully check to ensure the voter 

completed everything required.
▫ Use the laminated template to review all provisional envelopes to 

ensure the voters complete everything required.



Use Template to Review
(page 59-60)
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1.  Voter Must Print Name

2. Voter must write date of birth

3. Voter Must write current address

YOU and your partner must check each section for completion and initial the printer receipt.  
Tape the receipt to the back of the envelope.

4. If address change, voter must check 
box may provide former address.

Voter Must Sign Name

5.  Voter must provide ID.  Voter may 
write DL# of State ID#, Last 4 digits of 
SS#, or check the box indicating which 
ID they are showing you.

Precinct:
Party:

NEW: Make sure Check In Judge wrote 
Precinct and Party.

Presenter
Presentation Notes
Here is a blank provisional envelope showing everything the voter must complete.  Carefully review each voter’s envelope with your partner to ensure it is completed properly so that every eligible voter’s vote is counted. You’ll also find a sample provisional envelope on page 51 of your manual.Look out for some common mistakes the voters can sometimes make.  For example, some voters will write 2018 for their birth year.  By reviewing the envelope, you can help catch that error, which would otherwise make the voter’s vote invalid.  Voters also sometimes forget to list all the digits in their Driver’s License number or Social Security number, or to check a box if they are showing you a different form of ID.  And occasionally voters may forget to list a house number for their current address.  You’ve heard me say it a few times now, but its worth repeating.  Take your time and carefully review each envelope to make sure the voter completed it properly.  



Page 61 in Manual

Presenter
Presentation Notes
Now let’s move on to discuss the role of Voter Assistance Judge.  This is new position in your polling place.



Voter Assistance Judge Duties
(page 61)

• Assist voters as needed at the voting units or 
paper ballot table

• Adjust voting equipment for voters in 
wheelchairs

• Help to identify if a voting unit is malfunctioning 
and notify the Location Supervisor

• With a partner of opposite party, assist a voter 
reporting a problem with a voter access card by 
determining if the voter needs a reissue

Presenter
Presentation Notes
The voter assistance judge replaces the role of Ballot Judge.  This judge will monitor the voting area, including the voting units and the paper ballot area, and be ready to assist voters as needed.  You may be asked to help a voter mark a ballot, with a judge of opposite party, or to adjust voting equipment for voters in wheel chairs.  You also can help identify if a voting unit is malfunctioning and notifying the location supervisor or closing the doors on the unit to take it out of service if your LS is on a break.  You also will assist in identifying if a voter needs to have a card reissued because of a problem with the voting unit.  We’ll review how to do that in just a minute.



Assisting Voters
(page 61)

• You may be asked to help a voter with reading or 
marking his or her ballot due to blindness, 
disability or illiteracy.

• You must work with a partner of opposite party 
to assist a voter with his or her ballot.

• No form is needed.
• Voters may also request assistance from an 

individual of their choice, as long as it’s not their 
employer, agent of their union or a candidate.

Presenter
Presentation Notes
Voters needing assistance reading/marking the ballot due to blindness, disability or illiteracy may ask for assistance from the individual of their choice with the exception of:Their employerAn agent of their employerAn office or agent of their unionA candidate on the precinct’s ballotVoters may also receive assistance from two poll workers, each from a different political party.  Voters do not need to complete a form to request assistance with voting.



Using the Visually Impaired Ballot 
Station (Unit 0)
(page 61)

• Voters with visual 
impairment may receive an 
audio ballot to use on the 0 
unit.

• Voters may require 
assistance using the keypad 
at the 0 unit.

• Refer to page 61 in the 
manual for the audio keypad 
functions in order to assist 
voters using the 0 unit.



Voters with Mobility Impairments
(page 62)

• Refer to key guidelines on page 62 for assisting 
voters with mobility impairments and ensuring 
the location remains accessible

• Refer to step-by-step instructions in the manual 
on page 62 to adjust a voting unit for a voter in a 
wheelchair.



Lines and Wait Time
(page 63)

• If all voting units are used at once, monitor how 
long voters must wait to use a voting unit.

• If the wait exceeds 10 minutes, you must notify 
the Location Supervisor.
▫ Paper ballots must be offered
▫ If a voter is taking more than 10 minutes to vote, 

you and a partner of opposite party should ask if 
the voter needs assistance.

• Refer to page 63 in your manual for guidelines 
on back up paper ballots and wait time

Presenter
Presentation Notes
If lines form at your polling place, your job as the Voter Assistance Judge is to monitor how long voters must wait to vote at a Voting Unit.  This does not include the time they are waiting to check in at the e-poll book, but rather only if a line is forming to use a voting unit.   If the wait time exceeds 10 minutes, you must notify the location supervisor, who must then offer paper ballots to voters.You should also be conscious if a voter is taking an unusually long time to vote.  Voters have 10 minutes to mark their ballot at the voting booth according to state law.  If you notice a voter is taking an unusually long time, you and a partner of opposite party should inquire if the voter needs assistance.Refer to page 63 in your manual for more information on back up paper ballots and wait time.



Machine Problems and Ballot Reissues
(page 64-65)

• Voting unit problems should be reported to the 
Location Supervisor immediately
▫ If he/she is at lunch, take the unit out of service 

and call the Board of Elections
• If a voter is having problems with a voter access 

card or voting unit, a ballot reissue MAY be 
needed.
▫ You and a partner must verify the voter did not 

cast his/her ballot BEFORE a reissue can be given.
▫ See page 64 for instructions

Presenter
Presentation Notes
As the voter assistance judge, part of your job is to monitor the voting units to ensure they are functioning properly.  You’re not expected to know how to fix problems, only to identify if they are malfunctioning.  If you notice any MACHINE PROBLEMSNotify your Location Supervisor immediately.  He or she is trained to handle the most common problems with the voting equipment and electronic poll books.If a problem cannot be resolved promptly or your Location Supervisor is not available (at lunch or on break), close the doors on the voting unit to take it out of service and contact the Board of Elections for further instructions.BALLOT REISSUESIf a voter reports difficulty using an electronic voting unit, it may be necessary to reissue a ballot.  As the Voter Assistance Judge, part of your job is to verify if the voter needs a new voter access card.   You and another precinct election official of opposite party must accompany the voter back to a voting unit.  Insert the voter’s Voter Access Card into the voting unit.  If the voter has already cast a card, you’ll see a message indicating the ballot was cast.  If the voter allowed the voter access card to time out, the message will say that the ballot was cancelled.  If the voter’s card was cast, the voter may not have a new ballot reissued.  If the voter’s card was cancelled, walk the voter back to the check in area to notify a check in judge that a reissue is needed due to a voting unit problem.  If the voter’s ballot appears when you insert the voter access card, the voter can proceed to vote it without a reissue.  Sometimes voter’s don’t insert the voter access card correctly into the voting unit and report problems as a result.You’ll find further instructions and details about determining when ballot reissues are needed on page 64.     



Page 66

Presenter
Presentation Notes
Finally, let’s review the overall management of your polling location, paying particular attention to who is and is not permitted in your location.



Managing Your Polling Location
(page 66)

• The following people are permitted in your location:
▫ Voters;
▫ Children of voters not yet of voting age;
▫ A person who will be assisting a voter in the voting process at the 

voter’s request; and
▫ Persons checking the official Precinct Voter Registration Lists

• With credentials, the following are permitted in the 
location:
▫ Press (please notify BOE)
▫ Observers (may need to be sworn in)
▫ Employees of the Board of Elections
▫ Employees of the polling location
▫ On-duty police officers
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• Who is NOT permitted in your location?
▫ Candidates or campaign workers who are campaigning or 

electioneering;
▫ Pollsters (NOTE:  May conduct polling within the 100 foot zone);
▫ Anyone of voting age who is not voting, who does not have 

credentials, and is not viewing the official Precinct Voter 
Registration List that shows who has voted.

• Campaign paraphernalia
▫ If a voter arrives to vote wearing a campaign shirt or button, 

respectfully ask the voter to remove or cover the campaign item 
while in the polling location pursuant to RC3501.35(A).  If the 
voter refuses, you must still permit the voter to vote.

Managing Your Polling Location
(page 66)



Observers
(page 66)

• Appointed by political parties, issue committees 
or groups of candidates

• Are there to OBSERVE
• Allowed in polling place before, during and after 

hours of voting
• Must not interfere with your job or voters access
• Must present a Certificate of Appointment
• May need to be sworn in (see Oath on page 84)

Presenter
Presentation Notes
Poll observers are appointed by political parties, groups of candidates, or issue committees to observe the conduct of the election.  If an Observer arrives, your Location Supervisor will confirm his/her appointment and administer the oath.  (The Observer’s Oath may be found in the Appendix on page 84).  Observers are allowed to be in the polling location before, during and after hours of voting.  Observers must not interfere with Precinct Election Officials doing their jobs or otherwise slow down the operation of the polling location or interact with voters in a manner that interferes with or disrupts an election.  Please contact the Board of Elections for instructions if this situation arises. 



Posting Lists
(page 67)

• Ohio law requires a list of voters who have voted 
be posted at 11am and 4pm

• Refer to page 67 for guidelines on printing the 
Posting List in the E-Poll Book

• Remember: No need to call the Board of 
Elections to report turnout numbers at 11am and 
4pm.



Review
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What Have I Learned?

1. Processing Provisional Voters

2. Voter Assistance Judge
a. Assisting voters

a. At the  0 unit
b. With mobility impairments
c. Wait time and back up ballots
d. Ballot reissues

3. Managing Your Polling Location
a. Who is and is not permitted in the location
b. Poll Observers
c. Postings Lists

Presenter
Presentation Notes
Let’s quickly review what we have covered.  We reviewed provisional ballots and the best practices you should always use to ensure every eligible voter’s vote counts.We reviewed the job duties of the new role of Voter Assistance Judge, including guidelines on assisting voters, how to help voters using the 0 unit, and how to position a voting unit for a voter in a wheelchair.  We also discussed what to do if lines form at your location and what conditions require back-up paper ballots to be offered.  And we discussed how to handle voting unit problems and how to ensure a voter requesting a reissued card has not already cast a ballot.  Finally, we reviewed how to manage the location, including who is and is not allowed in the location, what the role of poll observers is, and where to find instructions for printing the 11am and 4pm posting lists. Remember, the Board of Elections is always ready to assist you and help answer questions as needed.  And you can often find answers and step-by-step instructions for common problems and tasks in your manual.



Part 5:  Closing The Polls
(page 68)
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Presenter
Presentation Notes
At 7:30pm – unless a court order is issued, it is time to close the polls.  Turn to page 68 in your manual for the list of tasks you need to complete to close your polls and pack up your election equipment and supplies for return to the Board of Elections.  You’ll be tired by this time of day, so please remember to follow the checklists in your manual step-by-step to ensure everything is completed.



• LS and DJ complete the Ballot Accounting 
on the E-Poll Book.

• Log out on all E-Poll Books.
• Complete Ballot Accounting on only One E-

Poll Book
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Ballot Accounting
(page 69)

Presenter
Presentation Notes
The first item of business in closing is to complete the Ballot Accounting Report.  Your location supervisor and designated judge will most likely complete this form.  It is required by state law and must document how many ballots you issued at your location as well as how many ballots were cast.  If those two numbers do not match, you must be prepared to document the reasons why.  Good record keeping throughout the day will help you here.



TSX Ballots Voted Tally Log                    
(page 69)
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Two judges of 
opposite 
party should 
record ballot 
counts from 
each TSX 
unit as End 
Total Reports 
are running.

Presenter
Presentation Notes
You may be asked to help with the Ballot Accounting Report by completing the TSX Ballots Voted Tally Log.  This log, which also may be found on page 72 in your manual, contains spaces to record the number of ballots cast on each voting unit in your location.  The picture on the bottom of the form shows where to find that information on the bottom of the screen of each voting unit.  Record the total ballots from each machine, tally up the sum for all the machines, and return the form to your location supervisor to record on the Ballot Accounting Report.  You may complete this form as precinct election officials are running end total reports on the units, but it must completed before the memory cards are removed and the machines are shut down.



Step 1: Log Out on All E-Poll Books
(page 69)
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Presenter
Presentation Notes
Go to the Blue Menu and select Log Out. Remember, you must log out on each e-poll book at the location.



Step 2: Touch Close the Election
(page 69)
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Presenter
Presentation Notes
Select close the election.



Step 3: Touch Yes
(page 69)
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Presenter
Presentation Notes
At warning screen, touch Yes.



Step 4: Enter LS & DJ Passwords
(page 69)
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Presentation Notes
You will be prompted to enter the passwords 1 and 2. The LS password is found in the Red LS folder. The DJ password is found in the Green DJ folder.



Step 5: Touch Home
(page 70)
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Presentation Notes
The Device Locked screen will appear.  The LS and DJ will complete ballot accounting on one E-Poll Book at the location. On the other e-poll books, touch HOME to return to the Start screen. Once the ballot accounting is complete and submitted, you may power down all the e-poll books and pack them.



End Voting and Packing Memory Cards
(page 73)

• Step-by-step instructions begin on Page 73
▫ Laminated Instructions in Small Red Bag.

• Print TWO End Total Reports.
▫ 1st report feeds into canister and must be signed
▫ 2nd report is hung outside polling place

• Remove each sealed canister and pack in 
canister bag(s)

• Remove each memory card, count at least 3 
times, and pack in Memory Card Bag.
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Presenter
Presentation Notes
The next task is to end voting on each of the voting units and print the end total reports.  Follow the check list on page 73 to 74 for instructions on how to end voting on each unit and run your End Total Reports.  You will print 2 reports, allowing the first report to feed into the sealed canister after it is signed by both a Democrat and Republican judge.  The second report does not need to be signed.  It is hung in a conspicuous place outside the polling place as required by state law.  You will then remove the sealed canisters and pack them into the canister bag or bags and seal the bag.  Finally, you will remove the memory cards from each voting unit and count them at least 3 times.  All the memory cards must be returned to the Board of Elections on Election Night or we can’t complete vote tabulation.  You’ll lock the memory card bag as well for return to the Board of Elections by the Location Supervisor and Designated Judge.



Pack Voting Units in the Voting 
Storage Carts
(page 75)

Follow Instructions 
on Page 75.
Pack Voting Units in 

order, #0, #1, etc. 
beginning from left 
(manual page 75)

4 Voting Units

Memory Card
Door Facing

Forward

2 Precinct Election
Officials

Needed for
This Process

Printers
Stacked

On Right Side

1) Place Printers in Cart
2) Place Voting Units

left to right in numerical order 
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Presentation Notes
Now you are ready to pack up the voting units.  Follow the instructions in your manual on page 65 to carefully pack the units.  Remember to always remove the power cords and wrap them around the back of the unit.  The units should be packed in numerical order in the voting storage carts, with legs facing left.  Your printers will be stacked either on the right side of the cart, or in some carts in the compartment beneath the voting units.  Work with a partner to complete this task as you will all be tired.  The following video will demonstrate how to tear down and pack the voting units.





Packing the E-Pollbooks
(page 76)
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 Follow instructions on Page 76 to pack the electronic 
poll books.

 Complete Supply Inventory to ensure all supplies 
returned.

Presenter
Presentation Notes
The electronic pollbooks also may be packed after the Ballot Accounting Report is completed. You’ll find step by step instructions and photos for packing the poll books on page 76 in your manual.



Pack Remaining Signs and Supplies

• Follow check list on page 77 to pack all ADA 
equipment, signs and remaining supplies.
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Presenter
Presentation Notes
Finally, pack all remaining signs, supplies and ADA equipment from both inside and outside your location.  Return items where you found them on Monday evening.  Your location supervisor should be able to help.  It is important to respect our polling location hosts by leaving the location as we found it.



Return to Board of Elections
(page 78)

236

MEMORY CARD BAG (LOCKED) CANISTER BAG(S) (LOCKED)

YELLOW BALLOT BAG(s) (LOCKED)
BLUE SUPPLY BAG(s)

E-POLL BOOK CASES

Presenter
Presentation Notes
Once all of your tasks are complete, your location supervisor and designated judge will depart for the Board of Elections.  They will take with them the locked memory card bag, locked canister bag, the Blue Supply bag, locked Yellow Ballot Bag, and white e-poll book cases.



Remains At Location
(page 79)

LARGE RED 
SUPPLY BAG VOTING STORAGE CARTS

ADA BOX (if applicable) VOTE HERE SIGN
Placed on top of voting 

storage cart

SMALL RED 
SUPPLY BAG

Presenter
Presentation Notes
You’ll leave the two red bags, the voting unit storage carts, ADA box and Vote Here sign where you found them on Monday evening.  You may now head home with our many thanks for all of your hard work!



What to do if a Court Order is Issued
(page 85)

• All voters arriving after 7:30 
must vote provisional

• Use the e-poll book to check in 
all voters.
▫ All voters must vote in correct 

location

Presenter
Presentation Notes
If there is a court order to keep a polling location open past 7:30pm, the Board of Elections will notify the Location Supervisors as quickly as possible after we receive the order.  Refer to page 85 in your manual for instructions on what to do.  It is important that you know who the last person in line at 7:30pm was.  You must then follow these procedures:· Voters who were already in line at 7:30pm should be processed like all other voters.· All voters who arrive at the polling location to vote between 7:30pm and the court-ordered closing must vote a provisional ballot.· All voters will still be processed on the e-poll book.· Look up voters using the Driver’s License scan or other form of ID. Verify the voter’s name and address are current as you would with all other voters. 



All Voters Vote Provisional
(page 85)

Presenter
Presentation Notes
· Because all voters must vote provisionally, select the yellow MORE OPTIONS button on the Voter Eligibility screen. Then select Manual Provisional.  You will be prompted to enter a precinct number. Be sure to enter the correct precinct. Touch CONTINUE· 



All Provisional Requirements Apply
(page 85)

• Process same as all other provisional voters
▫ Must complete envelope correctly
▫ Must receive correct ballot
▫ Write precinct and party on top right of envelope

• Write After Close of Polls by Order of the Court 
at the top on the front of each provisional 
envelope cast under court order.

• After closing time, proceed with closing 
procedures

Presenter
Presentation Notes
Process the voter the same as you would any other provisional voter, checking to ensure the envelope is completed properly and the voter receives the correct precinct and party ballot. Write the precinct and party on the envelope. After the polls close, proceed with your closing procedures.   



Emergency Preparedness
(page 86)

• Medical Emergency – call 911; then call Board of 
Elections after situation under control
▫ Take a moment on Monday evening to locate an 

AED at your location to be prepared to retrieve in 
the event of a medical emergency

• If Electricity goes out:
▫ Power down half TSX units and half e-poll books
▫ Call BOE to report; we can get you a generator if 

needed



Emergency Preparedness
(page 86)

• Evacuation of polling location
▫ Don’t panic – your and voters’ safety is paramount
▫ If you can safely, gather:
 Yellow Ballot Bag
 Paper Ballots
 At least 1 E-poll book
 Provisional envelopes 
 All memory cards from TSX units (if possible)

▫ Go to safe location
▫ Call BOE as soon as you safely can



Emergency Preparedness
(page 86)

• Poll worker or voter injury
▫ If needed, call 911 and seek medical attention
▫ Call BOE
▫ Collect details from all witnesses, including 

witness names, phone numbers, and details of 
what happened in case further investigation is 
needed
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