State of lowa

Precinct
Central

Electronic Poll Book

Poll Worker Training Guide

Updated September 2022




Table of Contents

Unloading the ePollbook 3
Hardware Setup 4
Logging into the ePollbook 6
The Launchpad 7
Launchpad Menu 8
Searching for a Voter 9

MANUAL VOTER SEARCH 9

DRIVER LICENSE / STATE ID Scan 11
GENERAL ELECTION VOTER CHECK-IN 12
Primary Voter Check-In 14
Attester Check-In 17
Surrendering an Absentee Ballot at Check-In 19
Not Surrendering an Absentee Ballot at Check-In 20
Voter Address Updates - If applicable 23
Absentee Mail Ballot Returned Voter 25
Voter Registered After Cut Off 25
Under Age Voter - If applicable 26
Requires Assistance Voter 28
CHALLENGING A VOTER 29
WRONG LOCATION VOTER 30
VOTER HISTORY REPORT 31
RESTORE VOTER 32
Check-in Totals 34
Election Day Registration 35
Update Absentee 39
Closing the Election 40

State of lowa - Precinct Central Training Guide

2%
Copyright © 2022 by Tenex Software Solutions, Inc. - No Reproduction or Distribution is allowed without 1"‘& I;ERIE\EIQLEC?QS 2
written consent.




Unloading the ePollbook

1 Lay the carrying case facing up. The Open the case by unlatching the two locks,
Touchpad carrying case should be set on located at the top of the case.
the check-in table as pictured.

PRECINCT CENTRAL

TOUCHPAD

3 Once the case is opened, the contents of 4 Remove the Touchpads and printers from
the case should be the following: the case and place them on the table along
e 2 Touchpads with the additional accessories.

1 MiFi unit (if applicable)

2 Thermal printers (if applicable)
2 stylus pens

2 charging cords

2 cleaning cloth
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Hardware Setup

1 Start by connecting the charging block to 2 Plug the power cord into the power outlet.
the power cord.

3 Once the Thermal Printer is connected, 4 To open your Touchpad, insert your finger
you will need to power it on. under the tab opposite of the hinge.
Press the power button down, so that the Open the case, as if opening a book by
front panel will display a blue light. breaking the binding and flipping it open.

§

5 Set the Touchpad on the table. 6 Insert the charging cord into the charging
port on the Touchpad.
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7 Plug the other end of the charging cord 8 Plug the USB charging brick into the power
outlet. The Touchpad will turn on
automatically.

into the USB charging brick.

9 Your hardware is now set up and you are
ready to log in to the Touchpad.
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Logging into the ePollbook

1 Select the EPB app icon, located at the
bottom of the screen.
This will launch the application.

2

After you launch the EPB application, your
screen should look like the image below.
Select START to log into your EPB
software.

TENEX
BOARD OF ELECTIONS
STATE OF TENEX

START

3 Enter your full First & Last Name, and
click CONTINUE.

4

Enter in the Admin password and click
UNLOCK DEVICE to continue.

Y TRAINING WOGE !

5 A pop-up will appear to print the Poll
Opening Slip, once it has been printed,
select CONTINUE.

Printing the Poll Opening Slip. Place this report in the
Electrenic Pollbook report envelope.

Touch CONTINUE to complete.

i

6

Congratulations! You have successfully
logged into the ePollbook.

No ID Provided Driver's License /

State ID Scan
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The Launchpad

This is your Home Screen. After every check-in, you should arrive back at this screen.

STATE OF TENEX

B50FM =

3

Driver's License /
State ID Scan

“Ercnth g sster it

Troubleshooting Menu
Jurisdiction Name (Election Day)
Launchpad Menu

Asset ID and Device ID

Date, time, Wi-Fi connectivity
Sideways Touchpad connectivity
Battery status

Location you are logged into, job title, and name.

© 00 N OO a0~ W DN -

Printer connectivity

RN
o

Delta Files

11 Voters/status
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Launchpad Menu

The Launchpad Menu provides menu options to access additional system functions.

Election Day - Movember 2nd 2021, Gene |

No |D Provided

E‘E] EATTEESON RECREATICN CENTER

1 Viotar Assistance Table - A A

The Launchpad Menu options:

© 00 N O o0~ W N -

RESTORE VOTER

UPDATE ABSENTEE

ATTESTER LOG

ELECTION DAY REGISTRATION
VOTER HISTORY REPORT
CHECK-IN TOTALS

REQUEST ASSISTANCE
RE-PRINT

LOGOUT AND EXIT

=

STATE OF TENEX

RE-PRNT

4=} -] = o, BN B RS Lo~ ]

| LCHGOLIT ARG EXIT

PRINTER 0D1

Gives the option to spoil a ballot and reverse a check-in.

Create the delta files needed in order to be able to update voter
status. (Absentee Returned or Requested)

Displays the “Attester” history; attester name, voter ID & precinct.

Register an individual to vote on Election Day to enable them to
cast a ballot.

’y”»

Displays the “Check-In’s” history. Include voters' names & data.

Shows a numeric log of all the check-ins.

Search and flag voters that require assistance.

If a ticket or slip did not print correctly, you can reprint the item
using this function

Provides the Temporary Log Out or Close Election page.
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Searching for a Voter

Manual Voter Search

ATE OF TENEX

Driver's License /

State ID Scan

No ID Provided

To Search for a Voter using a Valid ID type:

Touch the MANUAL VOTER SEARCH
button on the Launchpad screen.

Page 1 of ;

Valid lowa Driver's Licenss or State
1D Carcl

2 A Pop-Up will appear. e

U5, Military ID or Veteran ID

Select the Identification Type provided to e What form of 1D wes shown?
you by the voter, then press CONTINUE.

Attoster

Cut-of-State Driver's Licensa or Non-
Operator 1D
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3 Using information provided by the voter,
use one of the available search options to
search for the voter’s record.

Find Voter
e Last Name & First Name
e \VoterID

e Name & Birth Date

e Last Name & Birth Year
e Last Name & House # alwlelr]slyluv)li o]~ B
e Address Search Adlslolrflelulolx]r

4 Enter the voter’s information into the oo
search fields chosen by using the on-screen
keyboard, when finished proceed to touch
the green SEARCH button to continue.

5 If only one voter matches the search Voter Eligibility
criteria, the Voter Eligibility Screen will
appear automatically. Continue checking in

= JAMES TRAVIS TRITT 05/07/1963 25682818
your voter and get their signature. ndess

Precinct - Sphit Statur
BETHANY, 62052 BETHANY -23W ACT
If more than one voter matCheS the Voter is eligible to vote. Please confirm voter DOB and address

search criteria, your screen will
show a list of all possible matches.
Touch the correct voter from the
list and then touch the green

CONTINUE button.

S ‘t GET VOTER SIGNATURE
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Searching for a Voter

Driver License / State ID Scan

Driver's License /

No ID Provided

State ID Scan

1 To Search for a Voter using a State ID:

Touch the green Driver License /State ID
Scan button on the Launchpad screen.

2 When Scanning a Voter’s ID:

Hold the voter’s ID in front of the camera
lens located at the back of the Touchpad.

Driver Lic

Place barcode inside the green box below

Make sure to get the barcode
printed on the back of the ID, is

inside the green box displayed on
the screen. The Touchpad will then
proceed to begin scanning
automatically.

SCAN VOTER CARD 0 CANCEL

After you've scanned the voter’s ID, you will
be redirected to the Voter Eligibility screen.
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General Election Voter Check-In

1 Search for the voter.

Voter Eligibility
Once you have found the correct voter,
their information will display on the Voter CAPTAIN MARVEL 807 o B e
Eligibility screen. TR s =
s Y BOISE, 83669 2106-A

If the voter is eligible to vote via a regular
ballot, the screen will display a green “Voter
is eligible to vote” message.

Voter is eligible to vote. Please confirm voter DOB and address

Select GET VOTER SIGNATURE to Q VRONGWOIER iAo
Continue, SEARCH AGAIN 2z v

Signature

2 The Voter Signature screen will appear.

CAPTAIN MARVEL 1901 010677547 ADA
10282 W SNOW WOLF DR ;‘132"; ACT
Tilt the Touchpad screen toward the voter SR, B
and have them sign with the stylus pen. S

Please sign below

& /Vmﬂ%?

Once they have signed, they will need to
select the green | ACCEPT button.

- ] Voter Signature
CAPTAIN MARVEL 1901 010677547  ADA
Flip the screen back toward you and verify B W SNOWVOLEDR Bt s o
s BOISE, 83669 2106-A
that a valid signature has been captured.

a Verify a signature is below. Touch ISSUE BALLOT to continue.
Select the ISSUE BALLOT button to
continue.

e ©
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Issue Ballot

CAPTAIN MARVEL 1507 010677547  ADA
. Addrgss Ballot Style b
Review the blue box then select for further BoE RN 2106-A A5
4 instructions. Then proceed to touch the

COM PLETE CH ECK-I N to print the VOter R Syl Voter will receive a paper ballot. Touch
Ticket that will be given to the voter.

COMPLETE CHECK-IN to print the Voter Ticket
2106-A for the voter.

€ COMPLETE CHECKIN

on of Eligibility

5 Once the State of lowa Declaration of
E I igi bi I ity S I i p h as been pri nted ’ se I eCt Printing the State of lowa Declaration of Eligibility slip.
CO NTI N U E Touch CONTINUE to complete.
) If slip does not print, touch REFRINT to print.

© A ticket will ONLY print if you have

thermal printers.

. ] Name Votar 1O Ballot Style

6 Congratulations! CAPTAIN MARVEL 010677547  2106-A
The voter has been successfully checked in. Voter successfully checked in

. . . . . Great Job!
Verify any additional instructions in the
Remember to have the voter sign and PEQ initial the eligibility

blue box then select the PROCESS NEXT e e SHeeg
VOTER bUtton and move on tO the neXt Hand the Declaration of Eligibility slip to voter and direct them
voter.

to the ballot distribution table.

S5 MEXT VOTER
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Primary Voter Check-In

1 Search for the voter.

Once you have found the correct voter,
their information will display on the Voter
Eligibility screen.

If the voter is eligible to vote via a regular
ballot, the screen will display a green “Voter
is eligible to vote” message.

The voter will need to select a party to
determine their ballot style for the primary
election. Choose SELECT BALLOT.

2 The Ballot Selection screen will appear.

Tilt the Touchpad screen toward the voter
and have them select which party they
would like to vote for in the primary.

3 Once they have selected the party ballot, a
confirmation pop-up will appear. They will
need to select the green YES, CONTINUE
button for completion.

Voter Eligibility

PETER PARKER 07/21/1921 500137985
809 ONYX 5T St X
pridigiobl NONE DEM

Q WRONG VOTER,
SEARCH AGAIN

Ballot Selection

Select the Party below

DEMOCRAT REPUBLICAN

You have selected

- DEMOCRAT

Is this correct?
€ o crooseacan I @  vEs conTinuE
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Read Voter Oath a

e

4 The Voter Signature screen will appear. PETER PARKER 07/21/1921 500137985
605 ONYX ST Sadis
AMES, 50010 22160 DEM

Tilt the Touchpad screen toward the voter

and have them sign with the stylus pen.

Please sign below

Once they have signed, they will need to

select the green | ACCEPT button. X %%

| do soleemnly swear or affirm | reside in Story County, lown at the address below. | am a registered
vater, | have not and will ot vote in any other precinct in this eloction. | understand that any false
statement in this declaration is a eriminal offense punishable as provided by law.

Read Voter Oath anc

| do solemnly swear or affirm | reside in Story County,

You can click on the iconto lowa at the address below. | am a registered voter, |

. have not and will not vote in any other precinct in this
better view the Voter Oath, touch election. | understand that any false statement in this

| ACCEPT toreturntothe pI'EViOUS declaration is a criminal offense punishable as
screen to sign the oath. provided by law.

PETER PARKER 07/21/1921 500137985
5 Flip the screen back toward you and verify £09 ONYX ST il oS
AMES, 50010

that a valid signature has been captured.
E Verify voter signature. Then, touch the ISSUE BALLOT button.

Do ke

Select the ISSUE BALLOT button to
continue.

3=  ISSUE BALLOT
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Review the blue box then select for further

instructions. Then proceed to touch the
COMPLETE CHECK-IN to print the Voter
Ticket that will be given to the voter.

Once the State of lowa Declaration of

Eligibility slip has been printed, select
CONTINUE.

© Aticket will ONLY print if you have
thermal printers.

Congratulations!

The voter has been successfully checked in.

Verify any additional instructions in the
blue box then select the PROCESS NEXT
VOTER button and move on to the next
voter.

ssue Ballot

i

PETER PARKER 07/21/1921 500137985
£09 ONYX ST e
AMES, 50010 22160 DEM
it @ To complete the check in, press the
22160 COMPLETE CHECK-IN button below.

€D COMPLETE CHECK-IN

HNama

PETER i
609 ON
AMES, 5

Printing the State of lowa Declaration of Eligibility slip.
Touch CONTINUE to complete.

If slip does not print, touch REPRINT to print,

' .
- .

Processing Complete

Name Ballot Style

C.A%'TAIN MARVEL 010677547  2106-A

Great Job!

Remember to have the voter sign and PEQ initial the eligibility

@ slip.

Hand the Declaration of Eligibility slip to voter and direct them
to the ballot distribution table.

8 GRoces
S PROCES
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Attester Check-In

1 Search for the voter.

Once you have found the correct voter,
their information will display on the Voter
Identification screen.

Select PROCESS ATTESTER to begin the
process.

2 Complete the fields related to the Attester,
then click CONTINUE. This will help you
locate the individual.

© Attesters must reside in the same
precinct as the voter.

3 A list of voters will appear that match the
previously entered data.

Select the correct Attester and select
CONTINUE.

Voter Eligibili

BRUCE BANNER 03/02/1962 25783347

Ballot Style

250 W 6TH ST 51064 DI;J:v'I

DUBUQUE, 52001
Voter is el to vote. Please confirm voter DOB and address

Voter did not bring a form of identification for voting and will have a
registered voter in this precinct attest for him/her. Touch the green
PROCESS ATTESTER button below to complete the attestation process.

WRONG VOTER, % PN = -
Q .:Efp(;h._&;fn MORE OFTIONS 2  PROCESS ATTESTER

@ Enter Last Name and Birth Year to begin searching
Lasy Name First Narne Birth Month / Day | Year
KENT CLARK 01 09 1938

B HOME
CLARK KENT 1688 JACKSON ST 6
it Date: 01/09/1938 DUBLGLUE, B2001 ACT

@ coumnue
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CLARK KENT 01/

09/1938 4509995
. . 1598 JACKSON ST i ACT
Select the document type that is being used DUBUQUE, 52001 —
4 to confirm the attester’s identity from the @ Select document oy il 1D CandDocment
. lowa Voter Identdfication Card
dropdown. Once the document type is % T
chosen, select DONE. o Bl e

lowa Non-Opserator (0

Mot Provided

5 Once the Oath of Attester has been
printed, select CONTINUE.

DuBuQ! Printing the Oath of Attester. Touch CONTINUE
A slip will ONLY print if you have i
thel’ma | pl’i nteI’S ' I If slip dows not print, touch REPRINT to reprint slip. E:

REPRINT CONTINUE

Now that the attester has been verified, you
can finish checking in the voter!

Voter Eligibility

BRUCE BANNER 03/02/1962 25783347
6 Select GET VOTER SIGNATURE. oW e - Ber
Finish processing the voter as shown in the tor s eligible m Voter DOB an
General Election Voter Check-in section of
this document.

Q :f;ﬁ\,:zzz‘ @'o MOREOPTIONS ll ° GETVOTER SIGNATURE
T, -
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Surrendering an Absentee Ballot at Check-In

1 Search for the voter. - -
CLARK KENT 01/09/1938 4509995
Once you have found the correct voter, 1598 JACKSON ST Sl hund
P . . . DUBUQUE, 52001
their information will display on the Voter
Identlﬁcatlon S'Creen. ReVIeW the blue bOX Has the voter surrendered their absentee ballot? If so, hit yes. If not,
for a ny further instructions. call the Auditor at 563-589-4457 to check on absentee status.

e o Q e

Select YES to begin the check-in process.

2 Select GET VOTER SIGNATURE.

CLARK KENT 01/09/1938 4509995
Finish processing the voter as shown in the 1598 JACKSON ST S Yoo
. . . DUBUQUE, 52001 2106-A REP
General Election Voter Check-in section of
this document. Ballt sued
Voter is eligible to vote. Please confirm voter DOB and address.
ReVieW the bI ue bOX for any fu rther Voter surrendered mail ballot and will vote normally at the polls. Please
H H write "Void™ and place it in the Surrendered/Spoiled ballot envelope.
InStrUCtlonS' Touch the green button below to continue.

Q WRONG VOTER,
SEARCH AGAIN

i GET VOTER SIGNATURE
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Not Surrendering an Absentee Ballot at Check-In

1

Search for the voter.

Once you have found the correct voter,
their information will display on the Voter
Identification screen. Review the blue box
for any further instructions.

Select NO to begin the process of checking
in the voter with a provisional ballot.

The Voter Eligibility screen will appear.

Select PROCESS PROVISIONAL to proceed
with the provisional check-in.

The Voter Signature screen will appear.

Tilt the Touchpad screen toward the voter
and have them sign with the stylus pen.

Once they have signed, they will need to
select the green | ACCEPT button.

You can click on the iconto
better view the Voter Oath, touch

| ACCEPT to return to the previous
screen to sign the oath.

Mail Ballot Surrender

m m Mail Ballot Surrender

CLARK KENT 01;’09‘!’1‘?38 5003?3541
g Ballot Syle »

&0% ONYX ST

AMES, 50010 22160 REP
E Does the voter have an Absentee Ballot to surrender?

Voter Eligibility

Absentee Ballot Issued

L]
=T

CUARK KENT 01/09/1938 500378541
s Ballot Syle -

&09 ONYX 5T

gy 22160 REP

Voter was issued a mail ballot and did not surrender it. The voter may only
vate provisionally, Touch the green button to continue,

WRONG VOTER,

SEARCH AGAIN

Absentee Ballot Issued

CLARK KENT 01/09/1938 500378541
409 ONYX 5T e
i 22160 REP

Please sign below

I s sclumaly swaar or affiem | rasicla in Stary County, kowa at the address balaw. | am a registered |
watar, | have nat and wil nat vate in \nymhnr pracinct in this abection, | understand that any false |
statemant in this docl a hable as provided by law

| do solemnly swear or affirm | reside in Story County,
lowa at the address below. | am a registered voter, |
have not and will not vote in any other precinct in this
election. | understand that any false statement in this
declaration is a criminal offense punishable as
provided by law.
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5 Flip the screen back toward you and verify
that a valid signature has been captured.

Select the ISSUE BALLOT button to
continue.

6 Flip the screen back toward you and review
the information before selecting
CONTINUE.

7 Once the State of lowa Declaration of
Eligibility slip has been printed, select
CONTINUE.

A slip will ONLY print if you have
thermal printers.

8 Once the Affidavit of Provisional Voter has
been printed, select CONTINUE.

A slip will ONLY print if you have
thermal printers.

Read Voter Oath and Sign Below

Absentee Ballot Issued

Name Birthdate Voter ID
CLARK KENT 01/09/1938 500378541
Addeen Ballot Style Party
609 ONYX ST

AMES, 50010 22160 REP

Verify voter signature. Then, touch the ISSUE BALLOT button.

o

S= ISSUEBALLOT

- s

SIGNAGAIN!

i m

CLARK KENT 01/09/1938 500378541
09 ONYX ST o e
AMES, 50010 22160 REP
iy @ To complete the check in, press the
22160 COMPLETE CHECK-IN button below.

o COMPLETE CHECK-IN

Printing the State of lowa Declaration of Eligibility slip.
Touch CONTINUE to complete.

If slip does not print, touch REPRINT to print.

Printing the Affidavit of Provisional Voter. Touch
CONTINUE to complete,

If slip does not print, touch REPRINT to reprint slip,

'
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Bt St

CLARK KENT 500378541 22160

The voter has been successfully checked in
with a provisional ballot.

9 Congratulations! Absentee Ballot lssued

Voter successfully checked in

Be sure to complete all paper work for provisional ballot.

Verify any additional instructions in the Remember to have the voter slf_gn and PEQ initial the eligibility
shp.
blue box then select the PROCESS NEXT i’
Hand the Declaration of Eligibility slip to voter and direct them
VOTER bUtton and move on to the neXt to the ballot distribution table.
voter.
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Voter Address Updates - If applicable

1 If a voter requests an address update, start
by finding the voter.

Touch the MORE OPTIONS button and
select Update Voter Info.

2 Touch the blue EDIT button next to the
voter address.

3 Enter in the voters House Number and the
Street Name.

Touch SEARCH to continue.

4 Select the voter’s new address from the list.
Then touch CONTINUE.

5 A question will appear.

Is there an apartment number?
Select YES or NO.

r Eligibility

ﬂ FOME

PETER QUILL 111011924 2488675
- Ballot Style --
&0% ONYX 5T

paighiied 22160 REP

Touch EDIT to Update Information Below

PETER QLILL 11/10/1924 MNAA ﬂ
&09 ONYX ST AMES, 50010 n
N/A n
B s rmi i T parcmiiliwedll > |

@ conminue

Voter Update

Enter information below to locate correct address
House Number  Street Name

609 ONYX

Voter Update

@ cua

Enter information below to locate correct address

House Number  Street Name
609 ONYX
oNYST AMES, B00Y Amesd 1

Voter Update

609 ONYX ST AMES, 50010
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6 Select from the Proof of Residence
dropdown what type of Identification was
given.

7 Ask the voter if their Mailing Address is
different from their Residential Address. If

so, proceed to record their Mailing Address.

Then touch CONTINUE.

8 After all of the voters' information is
updated, touch the CONTINUE button.

9 Flip the screen towards the voter, to

confirm the updated information is correct.

1 0 Once the voter confirms, flip the screen
towards you and touch CONTINUE to
proceed.

1 1 Once the updates are saved, the Voter
Eligibility screen will appear. proceed to
process the voter as normally.

The voter’s profile will now display

anorange VOTER CHANGES badge,

in the top right hand of the screen.

Voter Update

Identification .
Valid towa Driver's License or State ID

Residertial Laass
Propety Tax Statamant
Uiy Bl
Valid lowa Driver's License or State ID
Bank Statement
Paycheck
Government Chedk

Orher Government Documant

Voter Update

Mailing Address

@ conmmue

Voter Update

Touch EDIT to Update Information Below
PETER QUILL 11/710/1924 N/A

409 ONYX ST AMES, 50010

A
Poci ot [ p— Do Lt L P 52
Ve e Dirver's Licanse o S2atw 10 Vil foms Drvar's Ucornss oo State 10 Mot Provided st Paswted

Voter Update

Confirm Information Below
PETER QUILL 11/710/1924 N/A
609 ONYX ST AMES, 50010
NA

Viibel Ao Ditvar's Licarrne o Saate 1D Vel boms D'y Licwrris 00 State 10 Mot Provicied  Pect Prowicied

Voter Update

INFORMATION 15 CORRECT
PETER GUILL 11/10/1924 A

&0% ONYX 5T AMES, 50010

WA

oeStme D NotProvided Mot Proveded

9 CONTINUE

Virkel b D'y Licanse o0 Seate 1D Vi

Voter Eligibility

PETER QUILL 11/10/1924 2488675

e Ballot Styla
0% ONYX ST
AMES, 50010 £2lod REP

WRONG VOTER, It A
SEARCH AGAIN =t E EI! FEET
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Absentee Mail Ballot Returned \Voter

A voter who has already returned a
mail ballot will automatically get
flagged.

-> Any voter flagged as such is NOT

eligible to vote at the polling
location.

=> Select PROCESS NEXT VOTER
and move on to the next voter.

Do NOT Check-In this voter.
The Voter has already cast
their vote.

Voter Eligibility

Absentee Ballot Returned

Voter ID

11!25/1 944 25607773

MName Birthdate

STEVEN VICTOR TALLARICO
Address

3803 APPLETON AVE
BETHANY, 64052

Status

ACT

Precinct - Split

BETHANY -23W

Absentee
Ballot Returned

®

Voter is not eligible to vote.

Voter already voted by absentee ballot. Please have them call
Harrison County Clerks Office at 660-425-6424.

2 PROCESS NEXT VOTER

HCUE SO

Voter Registered After Cut Off

If a voter registers after the
registration deadline, they are NOT
eligible to vote.

-> Alateregistration voter will be
flagged as a Late Reg Voter on the
Voter Eligibility screen.

This can be bypassed by completing
the Election Day Registration steps
found later within this document.

Verify any additional
instructions in the blue box.

Select PROCESS NEXT VOTER
and then complete the Election
Day Registration process for the
voter.

Voter Eligibility

Name Birthdate Voter ID

LAUREN RACHEL POWERS 08/01/2005 500839503
pades Ballot Style Party Gender
609 ONYX ST
AMES, 50010 22000 DEM F
Late Reg
Voter

Voter is not eligible to vote. Please read message below.

Effective Date of Registration is past the registration deadline for this
election. Please process as an Election Day Registrant.

0)

2 PROCESS NEXT VOTER
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Under Age Voter - If applicable

2

3

If an under age voter comes into vote, they
are NOT eligible to vote.

-> Avoter younger than 18 years old will
be flagged as an Under Age Voter on
the Voter Eligibility screen.

If the voter is adamant that they should
vote, they can be processed with a
provisional ballot.

-> Review the blue box then proceed to
touch the PROCESS PROVISIONAL to
print the State of lowa Declaration of
Eligibility slip.

Once the State of lowa Declaration of
Eligibility slip has been printed, select
CONTINUE.

A slip will ONLY print if you have
thermal printers.

Review the blue box then proceed to touch
the COMPLETE CHECK-IN to print the
Affidavit of Provisional Voter.

Voter Eligibility

Under Age Voter VOTER Cl

01/20/2005 500819241

JOLYN ADA MARIE ASK

# 090 _ Ballot Style Party Gands
& NY.
AMES, 50010 22160 BEE F
Under
Age Voter

Voter is not eligible to vote

The voter less than eighteen years of age as of the date of the election at
which the person is offering to vote. Touch the green PROCESS
PROVISIONAL button if the voter demands to vote.

Q WRONG VOTER,
SEARCH AGAIN

Printing the State of lowa Declaration of Eligibility slip.
Touch CONTINUE to complete.

If slip does not print, touch REPRINT to print.

l REPRINT CONTINUE t

Issue Ballot

- Under Age Voter Vi

01/20/2005 500819241

JOLYN ADA MARIE ASK
a Ballot Style Party

609 ONYX ST 22160 REP E

AMES, 50010

Papar Ballot

To complete the check in, press the
COMPLETE CHECK-IN button below.

Ballot Style
22160 a

o COMPLETE CHECK-IN
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Once the Affidavit of Provisional Voter has ¢ &

. Printing the Affidavit of Provisional Voter. Touch

been printed, select CONTINUE. CONTINUE to complete.

Select baly
If slip does not print, touch REPRINT to reprint slip.

© A slip will ONLY print if you have

therml rinters. 1 |

Processing Complete

Under Age Voter

Ballot Style

N

5 Congratulations! JOLYN ADA MARIE ASK 500819241

The voter has been successfully checked in Voter successfully checked in
with a provisional ballot.
PROVISIONAL BALLOT

Verify any additional instructions in the Be sure to complete all paper work for provisional ballot.

blue box then select the PROCESS NEXT Remember to have the voter sign the affidavit envelope.
VOTER button and move on to the next
voter Hand the ballot and the affidavit envelope to the voter and

direct them where to vote.

8 PROCESS NEXTVOTER
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Requires Assistance Voter

If a voter requires assistance while voting, you can process them as a Requested Assistance Voter using
theTouchpad.

Voter Eligibility

GREEN LANTERN 1501 005126924  ADA
4401 N POLLARD LN ;‘;‘W e
1 Select the button and BOISE, 83669 6-A
choose Request Assistance from the menu .
tions Voter is eligible to vote.
op .
2 Select YES to Conﬁ rm that the voter iS Is this voter requesting assistance?

requesting assistance.

@

Voter Eligibility
3 A. yellow R_equ"‘.es ASS|St.am?e ﬂ-ag will be GREEN LANTERN 1901 005126924  ADA
displayed in their profile indicating that the i o Stous
. . 4401 N POLLARD LN ACT
voter is now classified as a voter that BOISE, 83669 2106-A
Requires Assistance. |
=Assistance
Voter is eligible to vote.
Proceed to Complete the Check-In as Voter requires assistance in voting. Check in the voter normally.

normal.

Q WRONG VOTER,
SEARCH AGAIN

i GET VOTER SIGNATURE
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Challenging a Voter

If a voter’s eligibility to vote needs to be challenged, they can be processed as a Challenged Voter using

the Touchpad.

1 Select the button.

Choose Challenge Voter from the menu
options.

2 Scroll down and select the reason the voter
is being challenged from the list.

Then proceed to select CONTINUE.

3 A yellow flag with the selected reason will
now be displayed to indicate that the voter
is now classified as a Challenged Voter.

Call your County Elections Office
to report the voter’s Challenged
status.

In the event that a mistake was made, and
4 the voter is in fact eligible to vote, edit their
Challenged status by opening the
button and selecting Remove
Challenge.

Otherwise, select PROCESS NEXT VOTER
and move on to the next voter.

BRUCE BANNER 03/02/1962 25783347

250 W 6TH ST i,
DUBUGUE, 52001 NONE DEM

WRONG VOTER,
SEARCH AGAIN

Under Age Select the applicable voter
ﬁ Chtizen challenge type from the list =

Rusiclert - Rogiared and touch CONTINUE.

Rsickert - Pracines

o Voter Eligibility
=]
BRUCE BANNER 03/02/1962 25783347
250 W 6TH ST NONE DEM

DUBUCUE, 52001

The challenged person is not a citizen of the United States. Touch the
green PROCESS PROVISIOMAL button below to complete the check-in
process

Q WRONG VOTER, 5 Mors NS # CONFIRM INFO

SEARCH AGAIN

&
BRUCE BANNER 03/02/1962 25783347
250 WATH ST NONE DEM

DUBUCUE, 52001

(

The challenged person
green PROCESS PROJG

=

tizen of the United States. Touch the
J to complete the check-in

CONFIRM INFO
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Wrong Location Voter

If a voter is in the wrong location, a red “Wrong Location” message will be displayed.

1

6
7

Ask the voter for their address and confirm
it is the one being displayed.

If the address has changed, select the
UPDATE VOTER INFO button and
update their address.

If the address is correct and the voter is at
the wrong location, select the RE-DIRECT
VOTER button to guide them to their
correct polling location.

© If the voter claims they are not

at the wrong location, call your
County Elections Office for
further guidance.

The voter’s correct precinct and voting
location will be listed along with a map view
of the address. The buttons allow users to:

Toggle the screen towards the voter

E Send location address to the voter
via text or email

Return to original address/map view

Print the location name and address

=1 Expandthe map and print directions
o . ;
to the assigned location.

Select CONTINUE to finish processing the
voter.

Once the Re-direct slip has been printed,
select CONTINUE.

The voter has been successfully redirected.

Select the PROCESS NEXT VOTER button
and move on to the next voter.

Wrong Location

sacc | wowe |

JANET RITA SABERIAN 03/13/1958 1855551

Bakin St

2635 MILLSTOME DR
DUBUQUE, 52002

The voter is at the wrong voting location. You may update the voters
information or select the RE-DIRECT option to re-direct the voter to
their correct voting location.

PROCESS > .
& rrowsiona Y9 reomecTvOTER

NONE NP F

Re-Dire

=3
Touch CONTINUE to print the Re-Direct slip.

05 RESURRECTION
CATHOLIC CHURCH
Eremet

05

4300 ASBURY RD
DUBUGUE 52002

oA Printing the Voter Re-Direct Slip. Touch CONTINUE
j to complate.
4300 AsaL If slip does not print, touch REPRINT to reprint slip. l
e
7 T

Direct voter to the correct voting location.

2 PROCESS NEXTVOTER
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Voter History Report

Use the Check-in Logs to access a log containing the voters who have been checked in. These logs can be
filtered to see a particularTouchpad or a whole polling location. These logs allow for oversight of all voters
that checked in and any spoiled ballots.

RESTORE VOTER

To Search for the logs:
UPDATE ABSENTEE

- Select the VOTER HISTORY

ATTESTER LOG

REPORT option from the
Launchpad Menu to view a IOg ELECTION DAY REGISTRATION ) /
containing the voters who have VOTER HISTORY REPORT

been checked in at the location. —— X
CHECK-IN TOTALS

REQUEST ASSISTANCE

This information is stored RE-PRINT

within election day.
LOGOUT AND EXIT

To Filter the logs: oacx | vove | panr ]

- Tofilter the logs from Location to a e P T s W

GRIMM, BENJAMIN ***Addross Protectsd™** 09-03-2020 04:43:04 PM

particular Touchpad, select the Tl < S s N—
M M BAKER, BASIL 2007 [ RAGUSA LN 09-03-2020 08:42:28 PM
desired filter button in the el Sy it
INCLUDE FOR . 1975 02366_0903164228 Precinct: 2106 (Paper) 2106-A
JANE, MARY 4910 N ECHD SLIMMIT WAY -03-
section. O S et
1956 010500628 Precinct: 2106 (Paper) 2106-A
PANTHER, BLACK D05 W BEACON LIOHT RD 09-03-2020 043946 P
Birth Year: State Voter ID; BOISE, 83669 J0E TRAINER
10|07 005144666 Precinct: 2106 (Papar) 2106-A
I . . PARKER, PETER y a%ﬁ:;";::egﬂmﬂﬂﬁ 09-03-2020 04:35:08 PM
Se ect a Voter to VIeW a n Image ?;:;‘“ea' :‘a;:;:“:;ﬁu. "mcn.r.l 2106 it (Paper) 2106-A
of their signature. ey )
] 2z P
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Restore Voter

In case a Check-in needs to be reversed (spoil/cancel) there is a function to process it. Use the Launchpad

Menu to process a REVERSE CHECK-IN.

1 Open the Launchpad Menu and select
REVERSE CHECK-IN.

2 Type the first letters of the Last Name and
First Name and click the SEARCH button.

Select the voter check-in you would like to
spoil, then click the green SPOIL button.

3 A Pop-up will appear:

Select the reason the ballot is being spoiled.

Select whether a replacement ballot will be
issued or not.

After selecting, touch CONTINUE.

If you select a replacement ballot
then you will go through the
standard party ballot style selection
process.

KENT, CLARK
Birth Daste:

olpeieas

RESTORE VOTER

UPDATE ABSENTEE

ATTESTER LOG

ELECTION DAY REGISTRATION 4 /
VOTER HISTORY REPORT

CHECK-IN TOTALS

REQUEST ASSISTANCE

RE-PRINT

LOGOUT AND EXIT

s < KENT

State Voter ID:
4509995
State Veter 10
4509995
State Voder 1D,
4509995

State Viotor I0:
4509995

t ]
--

State
45098

Stato Voter I0:
4509995

4500¢

1568 JACKSON 5T o8-18-2022 06:21:35 e IEEEEIT

DUBUGUE, 52001 RS

Precinct: 16 {Paper Baor) REP 18

1508 JACKSON 5T 08152022 03:25-45 pu (IIETTD @D
DUBLIGUE, 52001 "

Precinet: 16 {Paper Balot] FE 16

1508 IACKSON 5T og-18-2022 032113 o (EEIEETD @EINETINR
CUBLGUE, 52001 as

Precinct: 16 {Paper Balat] RES 16

1508 JACKEON 5T 08-18-2022 01:43:04 M T
BUBLIGUE, 52001 JOE TRAMER

Precinct: 16 {Pager Batot] REP 16

& chieck-ins found

[ voter Requested  [#] cbministrative Issues
Are you issuing a replacement ballot?

O es Ma

o

B m
Reason for spoil? m

{Paper Balot) REP 16
@ conmnue I T

{Paper Balot) REP ¥

168 JACKSON ST 08-18-2022 01:43:04 PMa [ _sooted ]
DUBLIQUE, 52001 JOE TRAMER:
Precinct: 16 {Paer Batat] REP 16
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Are you sure you want to spoil the ballot

4 A Pop-up will appear. :
Select YES to confirm that you would like to _ SRCLARCRENT

spoil the ballot.

5 Once you come to the Processing Complete .
screen: CLARK KENT 4509995

@ Processing Complete

- Review any additional instructions for
surrendering and reissuing paper bl pa e i
ballots in the blue info box.

- Select PROCESS NEXT VOTER once &
you have finished and move onto the
next voter.
State of lowa - Precinct Central Training Guide
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Check-in Totals

To view the total of ballots issued throughout the day use the Check-In Totals page.

_ RESTORE VOTER

Go to the Launchpad Menu. :
UPDATE ABSENTEE

> Select the CHECK-IN TOTALS to ATTESTER LOG
access the issued ballots. ELECTION DAY REGISTRATION /

VOTER HISTORY REPORT
CHECK-IN TOTALS
REQUEST ASSISTANCE
RE-PRINT

LOGOUT AND EXIT

Check-In Totals

- This page allows you to account for m

all the issued ballots.

Check-In Totals

Total for: 2106-A

To Filter Totals:

Grand Totak:

-> Change from This Location to This
Touchpad in the INCLUDE FOR
section.
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Election Day Registration

Complete the steps for a Manual Voter
1 Search.

Use this process to verify the voter

is not a felon. Mo voter found. Search again. If voter is still not found, register voter
by touching the ELECTION DAY REG button below.

-> When the voter is not found, select
ELECTION DAY REGISTRATION.

SEARCH AGAIN USING
ELECTION DAY REG ADDRESS SEARCH

gistration

New Voter Validation

Are you a citizen of the United States? Yos ne [J

Register the voter by marking the
applicable checkboxes, then click Will you be 18 years of age or older on Election Day? Yes ne O

CONTINUE.
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Election D

Basic Information

ELIIZI.ﬂ.\BETH = BENNET C v ; F.I v
) W D bt/ oy Y * bty
3 Complete the fields for the voter’s name, 0 -/ 01 - 183 v
DOB, party, and gender.
1 2 3 4 5 5] 7 8
Select CONTINUE.
@ # $ & * ( ) ’
"IF-" % - * = /
Election Day Registration
Enter information below to locate correct address.
House Number Street Name
1598 JACKSON - SEARCH
Enter in the voter’s House Number and
4 Street Name that they reside at and select
SEARCH Q w E R T Y u I o [ @
A s D F G H J K L
afz)lxlecviieslinin]l'!f] »
Enter information below to locate correct address.
House Number Street Name
1598 JACKSON
5 Alist of matching addresses will be T
displayed below. Choose the correct

JACKSON ST DUBUGUE, 52001 16 1

address and select CONTINUE.

@ conmnue
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Election Day

1598 JACKSON ST DUBUQUE, 52001

Is there a unit number?

6 Determine if there is a unit number for
the voter’s address:

e Ifyouselect NO, you will proceed to
the next step.

Election Day Registration

e Ifyouselect YES, then enterinthe
unit type and number before
proceeding to the next step. Once
you are finished choose CONTINUE. Enter.Unit. Typerand Huraber,

T 05

1598 JACKSON ST DUBUQUE, 52001

Election Day Registration

i\'\éulmg.a\ndmss . Ed -.'t:f-.a--e_i-_i.‘r'.pl ng Address ]
7 Enter in the voter’s Mailing Address if
applicable, then select CONTINUE.

Election Day Registration

on ® ) parsons anticsson Nombar o S50
8 Enter in a state license/ID card, SSN, or b B o %
mark the voter as having neither if
applicable, then select CONTINUE.
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Confirm Information Below

ELZABETH BENNET 01/01/1813 DEM F
9 Tilt the Touchpad screen toward the voter 1598 JACKSON ST DUBUQUE, 52001
and have them verify that their information /A
is accurate by selecting CORRECT. e e e s

€ norcorrecr I @ correcT

INFORMATION IS CORRECT

ELIZABETH BENNET 01/01/1813 DEM F
10 Fllp the screen back toward you and review 1598 JACKSON ST DUBUQUE, 52001
the information before selecting A
CONTINUE. oo PR P forter PRetoirs)

@ conminue

Voter Eligibility

1 1 Select GET VOTER SIGNATURE. e BETH BENNET s o e
ek EBualiot Style andia
.. . . 1598 JACKSON ST
Finish processing the voter as shown in the DUBUQUE, 52001 Ly O™ F
General Election Voter Check-in section of Election Day
this document.
R W h leted the Election Day R T . Touch th
Review the blue box for any further et e okt s e bty
instructions.

;
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Update Absentee

To access and update the absentee voters use the Update Absentee page.

1 Go to the Launchpad Menu.
-> Select Update Absentee.

2 There are two ways to search for the voter:

-> Type the Voter ID and then press
MANUAL.

OR

- Select the SCAN and proceed to
scan the Voter Barcode.

Once the voter has been located and

3 updated, you will see a checkmark appear
by the voter confirming the change.

DUBUQUE COUNTY, IOWA

G
Election Day - Dubugue County f

No ID Provided

1 2 3 4 5 =] 7 8 9 4] &
@ # 5 & o LS 1 i
- ag, + ! ! ? -
ABC uods  Apc EED

Update

Place barcode inside the green box below

431382 JONES, BOB netesz o v
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Closing the Election

1 Once the election has ended, the election

has to be closed in the Touchpads.

A pop-up will appear. Select the CLOSE
THE ELECTION button to Begin the closing

Open the Launchpad Menu and process.

Select LOGOUT AND EXIT.

Are you closing the election or

e just logging out temporarily?

An orange screen will appear displaying a

3 A warning screen will appear.
“Synchronizing Device” message.

If you are ready to close the election,
Select YES. Wait for the message to disappear.

WARNING:
If you continue the device will be locked.

All processing will be disabled.
Synchronizing Device

Please wait for process to complete.
Are you sure you want to continue?

Congratulations, you have closed your
5 Election Successfully!

If your Device has not sent all of its
transactions, a TRANSACTIONS
PENDING message will appear in the
left-hand corner. 11 Transactions Pending
Don't Panic, this is normal!

Complete the rest of your End-of-Election
procedures. Then reach out to your Tenex Grerd fow)
Account Manager for further instructions

on any pending transactions.
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