
Welcome to 
Election Workers’ 

Training 
 

Primary Elections 



Training Overview 

• Setting up the polling place 
• Equipment Set Up  
• Opening the polls 
• Normal processing of voters 
• Special circumstances  
• Forms and paperwork 
• Things to keep in mind 
• Closing the polls 
• Tear down and return 
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Setting Up 
• Judges, plan the layout. 

• Consider: 

– ADA compliance 

– Traffic flow & privacy 

– Public access & notifications 

 

3 



Equipment Set Up 

• An Open Polls Check List has 
been provided to help guide you. 
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Equipment Set Up 

• Judge will verify Equipment & 
Seal Log. 
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Equipment Set Up 
Verity Controller 

• Brass key is for 
the rack. 

• Square key 
opens the cases. 

• Round silver key 
operates the 
tablet locks. 
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Equipment Set Up 
Verity Controller 

1) Set the Verity Controller on a table. 

2) Remove the power brick/cord from the 
mesh bag. 

 

1 2 
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Equipment Set Up 
Verity Controller 

3) Plug the power cord into the power brick.  

4) Plug the power brick into the back of Verity 
Controller (flat part up). DO NOT PLUG INTO 

WALL YET. 

 3 4 
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Equipment Set Up 
Verity Controller 

5) Open the case and lock the lid brace in 
place. 

 
5 
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Equipment Set Up 
Verity Controller 

6) Unlock,  

  unlatch, 

  and remove the tablet from storage compartment.  

 6 
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Equipment Set Up 
Verity Controller 

7) Seat tablet in cradle,  

 tilt it back, and  

 lock it in place.  

7 
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Equipment Set Up 
Verity Controller 

8) Verify device seals.  

9) Plug the power cord into a power strip. 

10)Plug in the AutoBallot barcode reader. 

11)Press the red button on the back to power 
on Controller. 

 8 9 11 10 
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Equipment Set Up 
Verity Touch Booths 

1) Remove booth parts from the transport bag.  

2) Pull up on handle to unfold legs from booth 
table and lock in place. (Make sure the booth 
is right side up!) 

1 2 
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Equipment Set Up 
Verity Touch Booths 

3) Attach the rear leg assembly first. 

4) Attach the front leg extensions. 

5) Turn the booth over to set up the Verity 
Touch. (Access booth is lower and longer) 

3 4 5 
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Equipment Set Up 
Verity Touch 

1) Set Verity Touch on top of booth, aligning 
footpads with the indentations. 

2) Reach under front of booth table and push 
the latch to lock in place. 

3) Remove the power brick and cord from the 
mesh bag. 

1 2 3 
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Equipment Set Up 
Verity Touch 

4) Plug the power cord into the power brick.  

5) Plug the power brick into the back of Verity 
Touch (flat part up). DO NOT PLUG INTO WALL 

YET. 

 4 5 
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Equipment Set Up 
Verity Touch 

6) Connect the booth cord to Verity Touch; 
connect the other end to Verity Controller or 
another Verity Touch. 

6 
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Equipment Set Up 
Verity Touch 

7) Open the case and lock the lid brace in place. 

7 
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Equipment Set Up 
Verity Touch 

8) Unlock,  

  unlatch, 

  and remove the tablet from storage compartment.  

 8 
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Equipment Set Up 
Verity Touch 

9) Seat tablet in cradle,  

 tilt it back, and  

 lock it in place.  

9 
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Equipment Set Up 
Verity Touch 

10)Attach privacy screens. 

11)Plug the power cord into power strip/outlet. 

12)Press the red button on the back to power 
on. 

10 11 12 
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Equipment Set Up 
Verity Touch 

13)Check the Power-On Self Test screen. 

13 
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Equipment Set Up 
Verity Touch with Access 

• Touch with Access devices are designed to allow disabled 
voters to vote independently. 

• Access is also available as a removable accessory for curbside 
voting using the Touch with Access device. 

• Access includes connection port for headphones, and a 
connection port for tactile switches, sip-and-puff, or other 
dual-switch input. 
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Equipment Set Up 
Verity Touch with Access 

• Headphones connect to the left port. 

• Dual-switch input devices connect to the right port. 
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Equipment Set Up 
Verity Touch 

• Top of the screen help and features: 

– Language – select to change language at any time 

– Screen – select to change contrast, text size, or turn 
screen off 

– Audio – select to change volume, speed of audio 

– Help – select to see/hear help text for current step 
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Equipment Set Up 
Assigning Booths 

To assign booths, go to each Touch booth. On 
the Touch device, select the number you would 
like to assign. 
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Equipment Set Up 
Assigning Booths 

Once assigned, the Touch will display the booth 
number you assigned. This number will no 
longer be available when assigning additional 
booths. 

27 



Equipment Set Up 
Assigning Booths 

If there are any 
unassigned booths, the 
total number of 
unassigned booths is 
indicated on the 
bottom right of the 
Controller screen. 
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Equipment Set Up 
Assigning Booths 

• Booth numbering can be reset at any time. 

– On Controller, select Menu. 

– Choose Reset Booth Numbering. 

– Select Yes, reset all to confirm. 

– Go to each Touch booth to assign a new booth 
number. 
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Equipment Set Up 
Assigning Booths 

The Controller device 
displays the status of 
the assigned Touch 
devices. 

Touch device 

is starting up 

Touch device 

is ready for voting 

Ballot open on 

Touch device 

Touch device 

error 

Voter has 

requested help 

Touch device 

no longer connected 30 



Equipment Set Up 
Verity Controller 

• The bottom of the screen displays: 

– Date/Time 

– Ballots (for current election) 

– Lifetime (for all elections) 

– Battery/AC Power indicators 
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Equipment Set Up 
Changing Report Paper 

1) The thermal report 
printer is located on 
the right side of the 
Verity Controller. 

2) To open: pull the lever 
on the top of the 
printer cover towards 
you 

1 2 
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Equipment Set Up 
Changing Report Paper 

3) Place new paper roll into the 
printer as shown – paper rolls 
from the bottom. 

4) Close the printer cover. The 
button can be used to feed the 
paper. 

3 

4 
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Equipment Set Up - Mifi 

• Power On Mifi 
First 

 

 

• Connect to AC 

 

 

• Locate for best 
signal 
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Equipment Set Up – Poll Pad 

• The case 
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Equipment Set Up – Poll Pad 

• What’s inside? 
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Equipment Set Up – Poll Pad 

• Connect the Stand to the Poll Pad 
as shown. 

37 



Equipment Set Up – Poll Pad 

• Connect the ID Tray to the Poll 
Pad. 
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Equipment Set Up – Poll Pad 

• Connect the stand to the base. 
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Equipment Set Up – Poll Pad 

• Connect the printer to AC power. 
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Equipment Set Up – Poll Pad 
• Press and hold power button until 

“Apple” logo appears 
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Equipment Set Up 

• Use only for intended purpose. 

 

42 



Equipment Set Up – Poll Pad 

• Press the “Home” button. 
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Equipment Set Up – Poll Pad 
• Verify location, election mode, and 

Checkin Count. 

• Touch “Get Started” 
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Equipment Set Up – Poll Pad 
• Ready to process voters! 
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Opening the Polls 
• Judges’ Preliminary Paperwork 

– Election Day Compensation Form 
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Opening the Polls 
• Judges’ Preliminary Paperwork 

– Early Voting time sheets 
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Opening the Polls 
• Judges’ Preliminary Paperwork 

– Statement of Officer to be filled out 
before the Oath of Office. 

48 



Opening the Polls 
• Judges’ Preliminary Paperwork 

– Oath of Office (Not the same as the oath 
on the Compensation form.) 
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Opening the Polls 
• Judges’ Preliminary Paperwork 

– Oaths of Assistants and Interpreters 
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Opening the Polls 
• Zero Report 

– Screen appears on 
Election Day or the 
first day of Early 
Voting. 

– Zero Report must be 
printed in order to 
open the polls. 

– Verify: 
• Polling Place 

• Ballot Counter total = 0 

– Judge will sign and 
file the zero report in 
the envelope 
returning to the 
Elections Office. 
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Opening the Polls 
• Touch “Open the Polls.” 

• Enter the “Open Polls Code.” 

• Touch “Accept.” 

• File the Open Polls Report in the Elections 
Division envelope 
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Opening the Polls 

• Have polls open ½ hour before 
official time. 

• Call the Elections office at:  

 

• Do not vote anyone until 
Official Polls Open time.  
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Normal Processing of Voters – Voter ID 
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Normal Processing of 
Voters 

• Check in using Bar Code 
Scanner: 

– Choose “Scan Barcode.” 

– Insert ID on tray with 
barcode facing forward. 
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Normal Processing of 
Voters  

(Primary) 
• Touch “Accept.” 

• Voter will choose party. 

•  Accept party choice. 

• Confirm and sign. (See 
next slide) 
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Normal Processing of 
Voters 

• Have Voter Sign. 

• Poll worker will initial. 
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Normal Processing of Voters 

• The printed slip will be:  
– Scanned at the Controller 

– Barcode should be “cancelled” if 
returned to the Voter 
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Normal Processing of 
Voters 

• Check in using Manual 
Entry: 

– Choose “Manual Entry.” 

– Enter only three letters 
from last and first name. 

– Tap “Search.” 

– Tap on the correct voter 
on the list. 

– Proceed as with scanned 
barcode. 
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Voting on the Touch 
• Get started by touching 

the screen. (This will 
choose language.) 

• Use the onscreen 
touchpad to enter the five 
digit access code from the 
Controller. 

• Touch “Accept” 

• Select “Begin Voting” 
– You have the option to see 

ballot instructions onscreen 
OR 

– See a list of the contests and 
measures on this ballot. 
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Voting on the Touch 
• Make selection(s) by 

touching the screen. 

• Green box with check mark 
indicates a selected choice. 

• See all marked ballot 
choices by selecting 
“Review your choices” at 
any time 

• “Next” advances to the 
next contest on the ballot. 

• “Back” returns to the 
previous contest on the 
ballot. 
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Voting on the Touch 
• “Review your ballot” screen 

appears at the end of the 
session. 

• Return to any contest by 
touching that contest. 

• Touch “Return to ballot” to go 
back to the previous contest. 

• Touch “Cast ballot” to end the 
voting session. 

• Confirm to finalize the vote. 

• The American flag signals that 
the vote has been registered. 
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Voting on the Touch with 
Access 

• The Access device works 
identically to the Touch device 
except for the option to use the 
three button input device. 

• Move wheel: Turning the move 
wheel either direction allows a 
voter to navigate through their 
ballot. 

• Select button: The select button 
functions much like the Enter 
button on a computer keyboard; 
A voter uses the select button to 
make selections. 

• Help button: Pressing the Help 
button activates help text and 
audio. 
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Processing Provisionals 

• Voter completes the front of the envelope.  

 

Cruse Muriel Jean 

3422 Oak Drive, Dickinson, TX 77539 

0 7 2 5 1 9 6 4 

1 2 3 4 

Muriel Jean Cruse 

At least one   must be filled out! 
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Processing Provisionals 

• Judge gives voter appropriate Notice. 

 
All Other Provisional Voters 

No Acceptable ID 
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Processing Provisionals 

• Judge completes top of envelope. 

 

General La Marque CC Nov. 7, 2017 
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Processing Provisionals 
• Judge will manually Create Access Code. 

• Choose Precinct and Ballot Style. 

• Touch “Mark as provisional.” 

• Touch “Yes, print the code.” 
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Processing Provisionals 

• Tear off top part. 

• Voter signs bottom. 

• Voter seals slip in the secrecy envelope. 

• Voter seals secrecy envelope in provisional 
envelope. 
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Processing Provisionals 

• Judge should complete back of Provisional Envelope. 

 

X 

X                                        Voter said he has always 
voted in Galveston County but he is not on the list. 

11 7 17 
Judge Sam Hill 

220 

69 



Processing Provisionals 
• Judge should 

immediately enter 
the voter on the List 
of Provisional Voters. 

General Courthouse 

11/7/2017 Galveston County 

Muriel Cruse 220 

Judge Sam Hill 
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Special Circumstances 
• Steps to follow in order if 

voter is not found: 

– Try a manual entry if 
barcode scan was used. 

– Check data. 

– Touch advanced button. 

– Search on DOB, License 
No., or Voter ID. 

– Call Elections Division. 
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Special Circumstances 

• Voter does not present valid photo ID. 
– Clerk should show the voter the laminated list of acceptable 

photo IDs. 

• Must have a photo. 

• Must have an address (not necessarily current). 

• Expiration date must be within four years (Except voters 70+ 
years of age). 

– Clerk should ask if the voter possesses (owns) one of 
those. 
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Special Circumstances 
– Clerk should ask if the voter possesses (owns) one of 

those. 

• If the answer is “Yes.” 
– Voter may retrieve the ID and then vote regularly. 

– OR – Voter may vote provisionally and “Cure” within 6 days of 
Election Day. (Refer to the judge.) 

• If the answer is “No.” (Refer to the judge.) 
– Voter may obtain an acceptable ID and return to vote regularly (If time 

permits). 

– Vote provisionally – this will give the voter until the “cure” date to 
present a valid ID to the voter registrar. 

– Declare a reasonable impediment. 
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Reasonable Impediments 
• These are NOT for those 

who already possess a valid 
photo ID. 

• Impediment voters must 
first present supporting 
documentation in the 
voter’s name. 

• Voter must complete the 
Reasonable Impediment 
Declaration. 

Gloria H. Voter 

 

Gloria H. Voter 10/25/2017 

Judge Sam Hill 

25 Oct 18 

Must be signed by both 
the voter and the judge. 
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Reasonable Impediment 
Supporting Documents 

• Certified birth certificate. 

• Valid voter registration certificate. 

• Copy or original of: 

– Current utility bill. (<60 days) 

– Bank statement. 

– Government check. 

– Pay check. 
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Reasonable Impediment 
Supporting Documents 

• Other supporting “Government Documents:” 

– Driver’s License from another state 
(It doesn’t matter if it has expired!). 

– ID card issued by federally recognized Native 
American tribes. 

– DPS receipt for DL/ID card without photos. 

– Expired Voter Registration Card. 

– Texas driver’s license or personal ID that expired over 
four years ago. 
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Reasonable Impediments 
• Finally, the judge must complete the bottom 

part of the declaration.  

 

X 

West County Building 

November 7, 2017 
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Important Points 

• Reasonable Impediment voters 
will vote regularly. 

• Provisional voters are not 
impediment voters and vice-
versa. 

• A Voter may be an impediment 
voter and also have a similar 
name issue.  

• Please return all impediment 
forms in manila envelope #2 
(Yellow). 

• Tick the check-box for 
impediment form on the poll 
pad. 
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Special Circumstances 

• Voter has moved. 
– General rule = Voters 

vote where they live. 

– If they move within 
Galveston County: 
• Verify that they moved 

within the past 30 days. 

• Obtain a Statement of 
Residence. 

• Voter votes in the old 
precinct. 

• -OR- Voter votes 
provisionally in the new 
precinct. 
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Special Circumstances 

• Voter has moved. 

– From another county within Texas. 

• During Early Voting, the voter may appear at the 
Elections Office (Justice Center) and vote a Limited 
Ballot. 

• Otherwise, the voter will vote provisionally. 
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Special Circumstances 
• Suspense voters: 

– Indicated by label on the 
search page. 

– “Address Confirmation” 
on the process page. 

– This voter MUST fill out a 
Statement of Residence 
before casting a regular 
ballot. 

– Otherwise, he can only 
vote provisionally. 
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Special Circumstances 
• Duplicate Records: 

– Ask the voter to fill out a Statement of Residence. 
(optional but encouraged) 

– Include both VUIDs at the top of the SOR. 

– Include both TDL number and the last four digits of 
the SS number. 

– Process the voter using the lowest VUID. 
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Special Circumstances 
• Similar Names: 

– If the voter is obviously the person on the ID 
presented. 

– The names do not match exactly, but are 
substantially similar. 

– Our records can be changed if the voter is willing 
to fill out a “Similar Name Correction Request 
Form.” 

– This voter will vote regularly. 
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Special Circumstances 
• Similar Names: 

Thomas Turnbow  1234567890 

Tommy L. 

Turnbow 

11/06/2018 
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Special Circumstances 
• Mail Ballots: 

– If the voter has been sent a mail ballot, the record on the 
search screen will be pink with a notation. 

– The confirmation screen will have an amber banner. 

– Process ballot cancellation before proceeding. 
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Special Circumstances 
• Mail Ballots: 

– If the voter surrenders the mail 
ballot … 
• Fill out the Request to Cancel Mail 

Ballot. 

• Attach the cancelled ballot. 

• Return in the envelope provided. 

• Voter will cast a regular ballot. 

– Otherwise, voter will cast a 
provisional ballot. 

 

Voter fills out these two 
sections only. 

Judge 
completes 
this section 86 



Special Circumstances 
• Mail Ballots: 

– Make sure the provisional envelope is filled out 
completely for voters who cannot surrender the 
mail ballot. 

X 

X                                                The voter said she threw the absentee 
ballot away. 

220 
Judge Sam Hill 

Nov 6 18 
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Special Circumstances 
• Voter Assistants: 

– Voters needing assistance are regular voters, but 
should be handled by the judge. 

– All poll-workers are already sworn in and trained 
as voter assistants. 

• Poll-workers offering bilingual assistance should fill out 
the bilingual assistance form. 

 

League City Civic Center 

November 6, 2018 General Election 

Explained how to use the e-slate 

None required or provided 

Roger Bauersong 

Roger Bauersong 
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Special Circumstances 
• Voter Assistants: 

– Anyone may assist a voter at the voter’s request. 

– Assistant must sign the Poll Pad.  
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Special Circumstances 
• Curbside Voter: 

– This is a regular voter to be processed by the poll-
worker. 

– Someone presents the voter’s ID. (can be anyone) 

– Process through the Poll Pad, allowing the 
assistant to sign for the voter and as an assistant. 

– Obtain an access code from the Controller. 

– At the Touch with Access, choose a language and 
enter the access code. 

– Disconnect the Touch with Access from its base 
station. 
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Special Circumstances 
• Curbside Voter: 

– Two poll-workers take the Touch with Access 
device to the voter. 

– Inform the voter that the assistant has signed for 
the ballot. 

– Allow the voter to vote. 

– Make sure the voter touches “Cast Ballot” when 
finished. 

– Return the Touch with Access device to the booth 
and reconnect.  

– The flag will appear and a message to indicate 
that the vote has been recorded on the Controller. 
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Special Circumstances 
• Spoiling a Ballot: 

– This should be handled by the judge. 

– Reasons to spoil a ballot: 

• The wrong ballot was issued. 

• Voter decided not to vote before casting ballot. 

• Voter walked off without casting ballot. (Poll workers 
may not cast the ballot!) 
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Special Circumstances 
• Spoiling a ballot: 

– Press the blue “poll worker” button 
on the back of the Touch. 

– Select “Spoil Ballot.” 

– Enter the Poll Worker Code and 
select “Accept.” 

– Select “Yes, spoil the ballot.” 

– Select “OK.” 

– Fill out the Spoiled Ballot Log 
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Summary & Forms 
• Reconciliation Logs: 

– Election Day 

• Step #1 – Gather Information. 
– Controller:  Print Access Code Summary 

– Poll Pad:  Check-in Count. 

– Spoiled Ballot Log : Spoiled ballots that were not issued a 
replacement ballot. 
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Summary & Forms 
• Reconciliation Logs: 

– Election Day: 
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Summary & Forms 
• Reconciliation Logs: 

– Early Voting 
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Things to Remember 

• Electioneering is prohibited within 100 feet of 
the polling place entry. 

• Cell phone use is regulated. 

• Election workers should behave professionally. 

• When in doubt, call the Elections Office. 
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End of the Day 
• Close polls on Election Day or suspend polls 

during Early Voting. 
– Select “Menu.” 
– Choose “Close Polls” or “Suspend Polls.” 
– Enter the Close Polls code and select “Accept.” 
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End of the Day 
• Power down the Controller and Touch devices by 

pressing the red power button on the back. 
• Wait for the device to show a black screen before 

undocking the tablet. 
• Latch and lock the tablet into the storage 

compartment. 
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End of the Day 
• Judge will complete reconciliation logs, payroll 

forms, and other paperwork. 

• All poll workers assist in dismantling the 
polling location and preparing the equipment 
for transport. 

– Use care in taking down equipment. 

– Recover all signs and notices. 

– Remove tape from cords and equipment 
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End of the Day 
• Please, pack and return the equipment as it was 

delivered! 

 

REALLY??? 

10
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End of the Day 
• Call the Elections Office with final numbers 

and time of poll closing. 

• Judge must return equipment to the Justice 
Center on the last night of Early Voting and on 
Election Night. 
– Please call when you are leaving. 

– Hand deliver: 
• Controller 

• Manila Envelopes 

• Provisional Bag 

• Mifi 

• County issued cell phones 
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