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OVERVIEW/WHAT’S NEW
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ELECTION

OFFICIAL

TRAINING

CLASS

OVERVIEW

Class Time – 3.5 Hours

I. Class Overview/What’s New
❖ New for September 2021 Election
❖ Acronyms/Jobs/Professionalism

II. COVID-19 precautions
❖ PPE provided
❖ Sanitation Official

III. VLM/VLD Duties
❖ Monday night
❖ Election Day

IV. Monday night meeting

❖ Absentee Supplemental File (Delta 
File)

V. Tuesday morning
❖ Duties for each team
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ELECTION

OFFICIAL

TRAINING

CLASS

OVERVIEW

(CONT.)

Class Time – 3.5 Hours

V. Election Day
❖ Valid forms of ID
❖ Curbside voting

VI. Tuesday closing

❖ Work as a team to pack up

VII. Electronic pollbooks
❖ Confirm voter’s current address

VIII.Provisional voting

❖ Voting in correct the polling location

IX. Troubleshooting

X. Management Tips

XI. Final Items/Safety

❖ Bi-Lingual Training

❖ Safety



SEPTEMBER 14, 2021 |  
NON-PARTISAN -PRIMARY ELECTION CUYAHOGA COUNTY BOARD OF ELECTIONS | ELECTION OFFICIAL TRAINING 5

NEW FOR SEPTEMBER 14, 2021 
NON PARTISAN PRIMARY ELECTION

✓Payroll (attendance) is now recorded 
using the EPBs. Each worker will check-in 
and provide their signature through a 
function found in the Tools Menu. 

✓New - Pack all Clear Provisional & 
Curbside Pouches and voted 17-Year-Old 
Envelopes in a Red ballot box
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POINTS OF EMPHASIS
✓ Cell phone use during voting hours

❖ Numerous complaints from fellow poll workers and voters 
about loud phone conversations, using cell phones while 
processing voters, etc.

❖ From the SOS:

Precinct election officials may not introduce into the 
polling location, or use during their working time, items 
that might distract them from managing the polls (i.e., 
laptops not provided by the board of elections, 
newspapers, iPods or other music players, cell phones 
for personal use, radios, televisions, etc.);
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PROFESSIONALISM

Attire

NO…

Clothing with inappropriate 
messages or graphics
• Including political items

Distressed or ripped jeans 

Shorts

Hats

Flip Flops

Low cut or strapless shirts

Athletic attire

Unwashed clothing

Language/Behavior

NO…

Foul or abusive language

Comments on race, 
ethnicity, gender, 
disabilities, or political 
affiliation

Harassment or 
discrimination

Mistreatment of the 
facilities
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WHAT DO THESE ABBREVIATIONS MEAN?

ACRONYMS
✓PEO – Precinct Election Official

✓VLD – Voting Location Deputy

✓VLM – Voting Location Manager

✓VAT – Voter Assistance Table (i.e. provisional table)

✓ EPB – Electronic Pollbook

✓DS200 – Voting Machine (ballot scanner)

✓QRG – Quick Reference Guide

✓BOE – Board of Elections (election headquarters)

✓ORC – Ohio Revised Code

✓ SOS – Secretary of State
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VOTING LOCATION MANAGER DUTIES

✓ MANAGER of the entire Polling Location

✓ Make the five (5) mandatory calls to the BOE

✓ Lead Monday Night Organizational Meeting

✓ Along with Voting Location Deputy (VLD) assign 
breaks to Election Officials

✓ Resolve issues and troubleshoot election equipment

✓ Along with VLD, take Election Day supplies to the 
assigned Drop-Off Location after the election
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VOTING LOCATION DEPUTY DUTIES

✓ Lead Voter Assistance Table (VAT) Official

✓ Assist Supply Team on Monday night

✓ Along with VLM take Election Day supplies to 
assigned Drop-Off Location

✓ Manage Polling Location and run Monday Night 
Organizational Meeting if VLM is absent

✓ Assists VLM in assigning breaks

✓ Opposite political party of the VLM
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JOB TITLES/DUTIES

Check-In Official (EPB)

✓ Process voters on 
Electronic Pollbook

✓ Verify voter’s ID & 
address

✓ Scan ballot stub barcode 
into EPB

✓ Lookup voter’s assigned 
precinct/polling location 
and direct to VAT table or 
another polling location 
as necessary

Ballot Official

→ Receive “Authority to 
Vote” slip from Check-In 
Official

→ Provide Check-In Official 
with correct precinct 
ballot

→ Issue ALL sheets of the 
precinct ballot to Check-In 
Official



SEPTEMBER 14, 2021 | NON-PARTISAN 
PRIMARY ELECTION CUYAHOGA COUNTY BOARD OF ELECTIONS | ELECTION OFFICIAL TRAINING 12

JOB TITLES/DUTIES
Voter Assistance Table 
(VAT) Official

✓ Ensure every provisional 
voter has slip from EPB 
to record voter’s 
City/Ward/Precinct

✓ Verify voter properly fills 
out Provisional Envelope

✓ Retrieve correct precinct 
ballot from Ballot Official

Scanner Official

→ Position yourself approx. 
five (5) feet away from 
DS200 for voter privacy

→ Ask voters to remove Stub 
A and place in Stub A 
envelope

→ If a voter specifically 
requests help provide 
assistance
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JOB TITLES/DUTIES
Voter Greeter

✓ Primary job is to direct 
voters to Check-In station 
with shortest line – “Any 
Line, Any Time”

✓ Inform voters to have 
their proper form of ID 
ready

✓ Every voter, including a 
provisional voter, starts at 
a Check-In Table

Rover

→ Ensure Location Setup 
Diagram is followed

→ Monitor 100-foot “No 
Campaigning/Neutral 
Zone”

→ Deliver the Closing 
Reminder Checklist at 2 
p.m. on Election Day

Does NOT troubleshoot 
equipment issues or 
manage Polling Location
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COVID-19 
PRECAUTIONS
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PPE AND SANITATION SUPPLIES
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DO’S AND DON’TS
Do …
→ Wear a mask/fask covering. This is required of all 

election officials.   

→ Use good judgment and practice patience – both with 
your fellow workers and voters.

→ Temperature checks have been eliminated

Don’t …
→ Prevent a voter from voting because he/she refuses to 

wear a mask/face covering. Ask the voter politely to 
wear one and offer a mask if they do not have one. The 
voter may vote regardless. 

→ There will be no temperature checks of voters. 
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SANITATION OFFICIAL
This worker will be responsible for the following:

✓ Assisting with Monday Night setup, the six-foot 
spacing of chairs, tables, voting booths, and 
equipment;

✓ Monitoring distribution of PPE at the polling location;

✓ Election-day line management within the polling 
location and;

✓ Sanitizing voting booths, voting machines, pens, 
tables, and electronic pollbooks throughout the day;

✓ Larger locations will have 1 or 2 Sanitation Officials
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ARRANGING THE POLLING LOCATION
Working with the VLM and VLD, the Sanitation Official 
will lead the set up of the interior of the polling location 
using:

✓ Polling Location Setup Diagram that have been 
modified for every location to account for proper 
distancing;

✓ Six-foot marking rope to ensure voting booths and 
DS200s are properly spaced;

✓ Six-foot marking rope to place social distancing decals 
on the floor where voters would be waiting in line;

✓ Provided doorstops to limit touching of door handles.
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LOCATION OF QRGS AT THE POLLS
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VLM/VLD DUTIES
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VLM & VLD PAY
✓ VLM - $200

✓ VLD - $200
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VLM & VLD SHARED DUTIES
✓ VLM and VLD are a Management Team

✓ Their primary function is to ensure that the 
Election Process is handled in an orderly, 
professional and lawful manner 

✓ Both serve as a technical resource and resolve 
issues and troubleshoot election equipment

✓ Both assist with the set up of the AutoMARK

✓ Both oversee and guide other poll workers in the 
polling location
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REQUIRED VLM DUTIES (PER ORC)
✓ Deliver the Oath of Office, complete and sign

✓ Assign workers to specific teams/assignments, 
schedule breaks and lunches

✓ Review with poll workers any alerts or notices

✓ Unlock the Transport Cart and ensure the correct 
supplies have been delivered

✓ Set up the location based on the Polling Location 
Setup Diagram

✓ Ensure the Official Precinct Voter Registration List is 
posted Tuesday morning
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ADDITIONAL VLM DUTIES
✓ Be the primary contact person for the BOE and 

make the five (5) Mandatory Calls (VLM can pass this 
assignment to the VLD as needed)

✓ Drive his/her car to the Drop-Off Location (along 
with the VLD) unless it’s agreed upon the VLD will 
take his/her vehicle

✓ VLM in more of an observation/floating role since 
VLD will still be assigned to the VAT
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VLD SPECIFIC DUTIES
✓ Still serve as the lead VAT official

✓ VLD, once complete with VAT closing, will oversee 
Supply Team
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VLM 
CHECKLIST

Monday Night, 
Tuesday Morning & 
Tuesday Closing

Packed inside the 
Green Supply Bag
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MANDATORY

CALLS TO THE

BOARD OF

ELECTIONS

RESPONSIBILITY OF

VLM

Board of Elections: 

(216) 443-3277
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POLLING LOCATION SETUP DIAGRAM
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OATH OF OFFICE (VLM DUTY)
✓ VLM conducts Oath of 

Office for all workers

✓ Oath is read aloud by 
the VLM to all Officials

✓ Oath of Office is 
completed when 
workers clock-in on the 
Payroll Module on the 
EPB.
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VOTER CHECK-OFF LISTS

✓ Post blank Precinct Voter 
Check-Off Lists at 6 a.m.

✓ The 6 a.m. lists come 
from Green Update 
Folder in Green Supply 
Bag

✓ The 11 a.m. and 4 p.m. 
lists are generated from 
one (1) EPB

✓ All lists are posted by the 
entrance to the voting 
room
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FLAGS AND SIGNS
✓ Place large American flag outside main entrance 

to Location 

✓ Place two (2) or more small American flags appx. 
100 feet from entrance 

✓ Place “No Campaigning” sign 100 feet from the 
entrance

✓ Hang “Election Today” directional arrow signs to 
direct voters from the parking area and main 
entrance to voting room
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VAT TEAM

→ Set up Voter Assistance Tables and 
voting booth. Ensure all supplies 
are on the table(s)

→ Depending on the size of the 
location, you may have multiple 
provisional tables. Staff 
accordingly.

❖ 1-4 precincts has one (1) table

❖ 5-8 precincts has two (2) tables

❖ 9-12 precincts has three (3) tables
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VOTER GREETER

✓ALL VOTERS MUST go 
to the Check-In table

✓ “Any Line. Any Time”

✓ Ask voter to have valid 
ID out and ready
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VLM PINK LANYARD (DROP-OFF CHECKLIST)

Front Back

Delivered with Closing Packet by Rover at 2 p.m. on Election Day
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COLORED TAGS ON DROP-OFF SUPPLIES

Pink tags and label match color of the Pink VLM Lanyard
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QUESTIONS?
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A DAY IN THE LIFE OF …
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“A DAY IN THE LIFE OF” A CHECK-IN OFFICIAL
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“A DAY IN THE LIFE OF” A BALLOT OFFICIAL
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“A DAY IN THE LIFE OF” A SCANNER OFFICIAL
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“A DAY IN THE LIFE OF” THE SUPPLY TEAM
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MONDAY NIGHT
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POINTS OF EMPHASIS
✓ DO NOT log into the EPBs on Monday night

❖ Remember no passwords are entered until Tuesday 
morning (Flip Chart page 13)

✓ Allow Absentee Supplemental File (Delta File) to 
completely download before putting EPBs to sleep. 
Make sure Supplemental File numbers match an all 
EPS.

✓ Put EPBs to sleep on Monday night (closing EPB 
metal case does not put EPB to sleep)
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MONDAY NIGHT BASICS
✓ Required attendance; arrive by 6 p.m.

✓ Verify all supplies are present and set up 
equipment

✓ VLM (along with VLD) delegates tasks, typically in 
teams of two (2)
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EPB TEAM
→ Inspect the EPBs

→ Mandatory Power Sequence
• Must follow sequence of 

instructions EXACTLY

→ Set up ALL EPBs delivered to 
your polling location. 
Confirm polling location is 
correct on each screen.

→ Download Absentee 
Supplemental List

Flip Chart Page 11

All EPB QRGs can 
be found inside 
one EPB transport 
case with the MiFi
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BALLOT

TEAM

→ Inventory the Ballots in the 
Red Ballot Box:

• DO NOT open ballot packs

→ Inventory the Ballots in the 
Gray Ballot Box(es)

• DO NOT open the Ballot Packs

• This process must be completed 
for EACH Gray Ballot Box in the 
location

Flip Chart Page 5

QRG located 
inside Red Ballot 
Box
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SCANNER

TEAM

→ Inspect the DS200

→ Complete DS200 Security 
Record

→ Remove Supplies from Ballot 
Compartment

→ Plug in the DS200 and Leave 
to Charge Overnight

Flip Chart Page 9

All DS200 QRGs 
are attached to 
the lid of two 
DS200s
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SUPPLY TEAM

Flip Chart Page 4

→ Arrange Polling 
Location with 
guidance from 
Sanitation 
Official(s)

→ Inventory Blue
Location Supply 
Bag w/checklist 
found inside

→ Hang Maps, 
Sample Ballots & 
Issue Signs

QRG is inside the 
Blue Supply Bag
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TUESDAY MORNING
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POINTS OF EMPHASIS
✓ By 6:15 a.m. all Check-In and Ballot Table(s) and at 

least one (1) DS200 in the location must be ready 
for voting. 

✓ There were a number of locations in November 
that didn’t have any DS200s ready for voters until 
a few minutes after 6:30 a.m.

✓ Do not allow voters inside the polling location 
until 6:30 a.m.
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TUESDAY MORNING BASICS
✓ Arrive by 5:30 a.m.

✓ Be properly dressed and bring a mask/face covering

✓ You will have a one-hour lunch break assigned by 
the VLM/VLD, along with additional breaks as time 
permits

✓ Park your vehicle in an area that leaves parking 
spaces close to the entrance for voters
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VOTER CHECK-OFF LISTS

✓ Post blank Precinct Voter 
Check-Off Lists at 6 a.m.

✓ The 6 a.m. lists come 
from Green Update 
Folder in Green Supply 
Bag

✓ The 11 a.m. and 4 p.m. 
lists are generated from 
one (1) EPB

✓ All lists are posted by the 
entrance to the voting 
room
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FLAGS AND SIGNS
✓ Place large American flag outside main entrance 

to Location; 

✓ Place two (2) or more small American flags appx. 
100 feet from entrance 

✓ Place “No Campaigning” sign 100 feet from the 
entrance

✓ Hang “Election Today” directional arrow signs to 
direct voters from the parking area and main 
entrance to voting room
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EPB TEAM
→ Steps must be followed on ALL

Electronic Pollbooks

→ Confirm all four (4) icons in the 
status bar are GREEN

Flip Chart Page 17

All EPB QRGs can 
be found inside 
one EPB transport 
case with the MiFi
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BALLOT

TEAM

→ Steps must be completed for ALL 
Red and Gray Ballot Boxes

→ All unopened ballot packs remain 
in Ballot Boxes until needed. Keep 
ballot boxes behind Ballot Table(s)

→ Remove and place on Check-In 
Table

• Authority to Vote Slip Envelope(s);

• Curbside Envelopes;

• Soiled/Voided Envelope;

• EPB Reports Envelope

Flip Chart Page 16

QRG located 
inside RED Ballot 
Box
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SCANNER

TEAM

→ Inspect the DS200

• Remove EPBs from Ballot 
Compartment and place on Check-
In Table

→ Complete DS200 Security Record

→ Review the Configuration Report

→ Open the Polls | Print the Zero 
Totals Report

Flip Chart Page 18

All DS200 QRGs 
are attached to 
the lid of two 
DS200s

Zero Report MUST be 
signed by officials of 
opposite political parties!
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LOCATION READY FOR VOTING
By 6:15 a.m. all Check-In and Ballot Table(s) and at least 
one (1) DS200 in the location must be ready for voting, 
which means:

❖ EPBs & ballots are in the proper locations and ready for use

❖ At least one (1) DS200 is sealed and ready for use

❖ PPE has been distributed and social distance measures set

❖ The VLM makes Mandatory Call to the BOE to report 
location is Open and Ready by 6:30 a.m.

❖ At 6:30 a.m. the VLM declares “The Polls are open for 
voting!”

Flip Chart Page 19
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ELECTION DAY
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POINTS OF EMPHASIS
✓ Unsure if a form of ID is acceptable, call the BOE

✓ Once a voter record is located in the EPB, ask the voter 
to state their current address and name

❖ Done in every circumstance, without exception

❖ Required by Ohio law

❖ Do not issue a ballot based on address from driver 
license/State ID, but what the voter verbally states

Continued …
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POINTS OF EMPHASIS

❖ Ballot perforation/Stub A

→ Have voter fold the ballot along the perforation multiple times to 
ensure a clean separation can occur.

→ Stub A must be removed from the ballot for the ballot to be 
accepted into the DS200. If you receive an error message on the 
DS200 or believe the scanner is jammed, make sure that Stub A 
has been removed before calling the Board of Elections.

❖ Pink Memo - Intended to document unusual issues and problems. 
Facts and details surrounding equipment breakdowns, reissuing of 
ballots, problems with voting, and voter incidents must be 
documented on the Pink Memo for post-election investigation.

❖ Poll worker complaints and suggestions should ONLY be reported 
by calling 216-443-3277 or the post-election survey.
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ACCEPTABLE FORMS OF ID
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ACCEPTABLE FORMS OF ID (CONT.)

✓Photo ID is NOT REQUIRED in the state of Ohio

✓Conceal Carry/Hunting License issued in any Ohio county 
are acceptable forms of ID

✓ Electronic versions of Proper ID are permissible (except for 
a driver license, state ID or military ID)
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OBSERVERS
✓ Appointed to watch and inspect Election Day 

proceedings

✓ Required to follow guidelines

✓ Certificate of Appointment and Oath:

❖ Must present Certificate of Appointment & ID

❖ VLM will give the Observer the Oath (Observer Packet)

❖ Must sign Observer Sign-In Sheet each time

❖ Observer packet inside Green Update Folder

✓ Federal Observers DO NOT follow these guidelines

Flip Chart Page 20



SEPTEMBER 14, 2021 | NON-PARTISAN 
PRIMARY ELECTION CUYAHOGA COUNTY BOARD OF ELECTIONS | ELECTION OFFICIAL TRAINING 65

OTHERS AT THE POLLING LOCATION
Media

✓ Credentialed media may enter Polling Location

✓ Permitted to take pictures and record video, but 
CANNOT interfere with voting or infringe on voter's 
privacy

Exit Polling

✓ People (often media) who survey voters as they exit

✓ Must take place outside of immediate voting area and 
must not interfere with voting process

Flip Chart Page 20
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CAMPAIGNERS
✓ Not permitted within 100-foot “No Campaigning 

Area” marked by American flags

✓ Primary responsibility of Rovers to monitor

✓ Are permitted to hand out literature outside the 
100-foot “No Campaigning Area”

Note: Check frequently to make sure no literature is 
left in Voting Booths

Flip Chart Page 20
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VOTERS WITH DISABILITIES
✓ Treat with respect

✓ Do not challenge voters who are receiving 
assistance or have other ADA needs such as a 
service animal

✓ Voters with disabilities can receive assistance 
from:

❖ Family member or friend (never an
employer or union representative)

❖ Two (2) PEOs of opposite political parties

❖ Use AutoMARK

❖ Use Curbside voting (QRG provided)
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CURBSIDE VOTING
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CURBSIDE VOTING
✓ A QRG has been created with the detailed steps to 

follow.

✓ You must offer curbside voting to any voter who is 
physically unable to enter the polling location or 
concerned about entering the polling location.

Continued …
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CURBSIDE VOTING
✓ There will be one dedicated EPB 

at each location for Curbside 
voting. This EPB will have a 
neon-colored label to identify it.

✓ A Curbside QRG will be packed 
inside the Transport Case 
containing the EPB for Curbside 
voting.

✓ The Curbside EPB needs to go 
through all the normal set up 
procedures, including 
downloading the Delta file on 
Monday night.
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TUESDAY CLOSING
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POINTS OF EMPHASIS
✓ Unvoted ballots/ballot packs go inside a Gray ballot 

box (Flip Chart Page 35)

✓ Voting Results Report – One copy posted at the 
exterior of the polling location facing outward, 
other copy goes to Ballot Accounting team.

✓ New - Pack all Clear Provisional & Curbside Pouches 
and voted 17-Year-Old Envelopes in a Red ballot 
box (Flip Chart Page 35)
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REMINDERS
✓ Voters in line at 7:30 p.m. get to vote. If there is a 

line, place a worker at the end of the line at 7:30 
p.m., marking the last voter eligible to vote

✓ DO NOT start closing procedures until last voter has 
left the location

✓ Each bag has a checklist that says what will go in it 
at the end of the night

✓ ALL workers need to help with the closing process
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TUESDAY NIGHT CLOSING PROCESS
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SCANNER

TEAM

→ Print Results Reports
• Give Ballot Status Accounting report to 

VLM to complete the Ballot Accounting 
process on EPBs

→ Remove Memory Sticks

→ Empty the Ballot Compartments

Flip Chart Page 31

All DS200 QRGs 
are attached to 
the lid of two 
DS200s
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DS200 CLOSING

✓ DO NOT Remove Memory 
Sticks until two (2) copies 
of Results Report print 
and DS200 has completely 
shut down  

✓ Early removal will corrupt 
data on memory stick
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VAT, BALLOT

& SUPPLY

TEAMS

→ Must verify all items are 
packed in correct bags

→ Use Post-Election Pack-Up 
List and labels on each item 
to complete closing process

→ Copy of Post-Election Pack-
Up List is located in the 
Brown Expandable Folder in 
Blue Supply Bag and in the 
Green Update Folder

Flip Chart Page 25

QRG is inside the 
Blue Supply Bag
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TUESDAY CLOSING - VAT TEAM
✓ Count number of VOTED 

Provisional Envelopes and 
Curbside Envelopes inside each 
Clear Provisional & Curbside 
Pouch

✓ Record total on the label

✓ Provide EPB Team the Pouches to 
use during Ballot Accounting

✓ Pack Clear Provisional & Curbside 
Pouch inside the Red Ballot Box 
after accounting process is 
complete
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TUESDAY CLOSING –
BALLOT TEAM

✓ Locate Soiled/Voided 
Envelope

✓ Verify “VOID” is written on 
each ballot inside 
Soiled/Voided Ballot 
Envelope

✓ Give Soiled/Voided Envelope 
to EPB Team for Ballot 
Accounting process

✓ Pack Soiled/Voided Envelope 
in any Gray ballot box once 
Ballot Accounting process is 
complete

Continued …
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TUESDAY CLOSING - BALLOT TEAM

✓ Remove any UNUSED ballots or envelopes from 
Red ballot box and place in any Gray ballot box

✓Only voted ballots are placed in Red ballot box

Flip Chart Page 35
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TUESDAY CLOSING – SUPPLY TEAM

✓ Remove all posted signs and flags

✓ Assist the Sanitation Official(s) in taking down the 
voting booths

✓ Place all other election supplies and Green supply 
bag inside Blue location supply bag

✓ VLD, once complete with VAT closing, will oversee 
Supply Team
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TUESDAY CLOSING RESOURCES
The following items at the polling location can serve 
as resources to assist with Tuesday Closing:

✓ Post-Election Pack-Up List (Green Update Folder & 
Brown Folder in Blue Supply Bag)

✓ Closing Reminder Checklist (Brought by Rover on 
Election Day)

✓ Flip Chart

✓ Pink Lanyards (Brought by Rover to VLM on Election 
Day)

✓ Pink Tags (on the supplies required to be brought to 
the Drop-Off Location)
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ELECTRONIC

POLLBOOK

HANDS-ON

TRAINING
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POINTS OF EMPHASIS
✓ Do not automatically/robotically take what the EPB 

screen tells you without confirming the current 
address and name of the voter

✓ Allow 5 minutes for the ballot accounting to 
transmit to the BOE on Tuesday night
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OPENING THE EPB APP

CONFIRM THE ICONS IN THE BOTTOM STATUS BAR ARE ALL GREEN.

UNLOCK THE DEVICE AND

LAUNCH THE EPB PROGRAM

VERIFY THE ELECTION DATE
AND POLLING LOCATION NAME

DO NOT press the GREEN START button or log 
into the EPBs using passwords on Monday 
Night.

Flip Chart Page 13
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ABSENTEE SUPPLEMENTAL LIST (REMINDER)
ESSENTIAL that all EPBs are connected 
to the MiFi on Monday Night

• Sent electronically and securely through the MiFi 
device to all EPBs

Flip Chart Page 14
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POLL WORKER PAYROLL MODULE
✓ All workers are required to “Clock-In” on the EPB 

both Monday night and Tuesday morning in order 
to get paid. 

Continued …
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POLL WORKER PAYROLL MODULE
STEP 1: SEARCH FOR YOUR NAME STEP 2: CONFIRM/UPDATE YOUR INFO

Select “Clock-In” next to your name If your address has changed or we 
don’t have a phone number, select 
the red “No, Needs Changes” button

Continued …
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POLL WORKER PAYROLL MODULE
STEP 3: READ OATH & SIGNATURE STEP 4: CHECK DROP-OFF IF APPLICABLE

If Drop-Off is selected, an additional 
screen will appear asking if you are 
the Driver or Drop-Off (i.e. rider).
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EPB TUESDAY MORNING SETUP

STEP 1: ELECTION MORNING SETUP STEP 2: WAKE THE EPBS

Flip Chart Page 17

STEP 3: UNLOCK DEVICE & LAUNCH EPB STEP 4: VERIFY CONNECTION

AT&T
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EPB TUESDAY MORNING SETUP
STEP 5: VERIFY INFORMATION ON INITIAL SCREEN STEP 6: VERIFY ABSENTEE FILES TRANSMISSION

STEP 7: PRESS START TO LOG INTO THE EPB STEP 8: LOG INTO THE EPB

STEP 9: ENTER PASSWORDS STEP 10: PRINT ZERO REPORTS

Central Connection

Sideways   
Communication

Charging

Printer
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PROCESSING A REGISTERED VOTER
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ID SCAN – BRAD PITT

EPB HANDS-ON SCENARIO #1
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DRIVER LICENSE/STATE ID SCAN
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SEARCH RESULTS
✓Search Results screen 

defaults to voters in 
your location.

✓Select correct voter 
record and press 
GREEN CONTINUE 
button

✓Press RED NOT IN 
THIS LOCATION
button if the voter 
does not appear in 
your location
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VOTER ELIGIBILITY SCREEN
Always confirm…

→ Verbally confirm 
the voter’s name 
and current address

→Press GREEN GET 

SIGNATURE button

→Screen will 
automatically flip 
upside down

→Tilt screen towards 
voter
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VOTER SIGNATURE

→Direct voter to sign 
and press GREEN
DONE button

→Display on screen 
will automatically 
flip back to original 
orientation
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VOTER SIGNATURE

→Compare voter’s 
signatures then 
press GREEN
ISSUE BALLOT
button
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AUTHORITY TO VOTE SLIP
→Will print automatically

→ Press GREEN CONTINUE
button

→ If slip does not print, press 
BLUE REPRINT button

→ Hand “Authority to Vote Slip” 
to Ballot Official

→ Ballot Official will provide 
correct ballot and place the 
slip in the  Authority to Vote 
Slip Envelope

→ Scan stub barcode into EPB
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ISSUING A BALLOT

Ballots are precinct specific. The city, ward, precinct and 
party (ballot type) on the ballot must match the city, 
ward, precinct and party on the Authority to Vote Slip. 
NO EXCEPTIONS!
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ISSUING A BALLOT
Scanning Stub Barcode

✓ Hold barcode under camera of EPB

✓ Once barcode is captured, you will 
hear an audible beep

✓ If ballot style is correct, you will be 
taken to Processing Complete 
screen

✓ Press GREEN PROCESS NEXT 
VOTER button
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HOW TO SOIL/VOID A BALLOT
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SOIL/VOID – BRAD PITT

EPB HANDS-ON SCENARIO #2
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SOIL/VOID BALLOT (BRAD PITT)
✓Process voter again 

using valid form of ID

✓Screen with Red
Voter Already Voted 
label will appear

✓Read the instructions

✓Select the YELLOW
MORE OPTIONS 
button, then select 
Soil/Void Ballot
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SOIL/VOID BALLOT (BRAD PITT)
→Place checkmarks in appropriate 

boxes

→Write “VOID” on all sheets of 
soiled ballot and place in 
Soiled/Voided Ballot Envelope

→Press the GREEN CONTINUE 
button

✓ Press the GREEN YES button 
to confirm ballot soil/void.
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SOIL/VOID BALLOT (BRAD PITT)

→ Direct voter to sign, then 
press GREEN DONE 
button.

 
  

→ Compare voter’s 
signatures then press 
green ISSUE BALLOT 
button.



SEPTEMBER 14, 2021 | NON-PARTISAN 
PRIMARY ELECTION CUYAHOGA COUNTY BOARD OF ELECTIONS | ELECTION OFFICIAL TRAINING 109

SOIL/VOID BALLOT (BRAD PITT)

✓ Scan or enter ballot style and stub number.
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SOIL/VOID BALLOT (BRAD PITT)

✓Press the GREEN PROCESS NEXT VOTER button.
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ASHTON KUTCHER; 23536 CONCORD DR

EPB HANDS-ON SCENARIO #3
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OTHER ID SEARCH PROCESS

→ Select the type 
of ID provided 
from voter

→ Press the 
GREEN
CONTINUE
button
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OTHER ID SEARCH PROCESS: ASHTON KUTCHER

There are four (4) search options available to manually locate a 
voter’s record.

Last Name and House Number

Last Name and Birth Year

Last Name and First Name

Voter ID

Select search option and enter 
voter’s information into the 
appropriate fields.  

Use fewer characters to increase 
chances you find correct voter
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OTHER ID SEARCH PROCESS:
ASHTON KUTCHER

✓Search Results screen 
defaults to voters in 
your location.

✓Select correct voter 
record and press 
GREEN CONTINUE 
button
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PROCESSING A PROVISIONAL VOTER –
CHECK-IN TABLE
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ID SCAN – SEAN PENN
LIVES AT 1333 COBBLESTONE CHASE

EPB HANDS-ON SCENARIO #4
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SEARCH RESULTS
✓Search Results screen 

defaults to voters in 
your location.

✓If the voter is not 
found in your 
location, press the 
RED NOT IN THIS 
LOCATION button
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SEARCH RESULTS
✓BEFORE selecting 

Penn’s record, 
confirm his current 
address and name.

✓Penn states he lives 
at:

✓ 1333 Cobblestone 
Chase, Westlake, OH

✓ Select the BLUE Home 
button and Select the 
RED Precinct Lookup 
button
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PRECINCT LOOKUP: 1333 COBBLESTONE
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PRECINCT LOOKUP | AT CORRECT POLLING

LOCATION

“Address is at the correct polling location” appears in Green at 

the top of the screen

The voter must vote in his/her current precinct/polling 
location or the ballot will not count

✓ Confirm with the voter this 
is indeed the CORRECT 
precinct/polling info

✓ If information is correct, 
send the voter to the VAT
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ID SCAN – MEG RYAN

EPB HANDS-ON SCENARIO #4
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SEARCH RESULTS
✓Search Results screen 

defaults to voters in 
your location.

✓Select correct voter 
record and press 
GREEN CONTINUE 
button

✓Press RED NOT IN 
THIS LOCATION
button if the voter 
does not appear in 
your location
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GENERATING A VOTER REFERRAL SLIP

→ Verbally confirm the 
voter’s current address 
and name

✓Press the GREEN REFER VOTER 
button, print the Referral Slip 
and hand to the voter to take 

to the VAT Table
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PROVISIONAL VOTING
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POINTS OF EMPHASIS/LESSON LEARNED
✓ If a provisional voter does not vote in the correct 

polling location, his/her ballot will be rejected

❖ 357 ballots were rejected for being in the wrong polling 
location, and another 201 were rejected for missing a 
required field on the provisional envelope

❖ In total, 3.1% of provisional ballots were rejected due to 
poll worker error, down from 4% in November 2018

✓ If a voter is marked as having to vote provisional in 
the EPB, you STILL must ask for current address and 
name

Continued …
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POINTS OF EMPHASIS/LESSON LEARNED
✓ Three different steps in the provisional process 

where an error can be discovered:

1. Check-In Table

2. VAT

3. Ballot Table

✓ Provisional voter declares political party by writing it on the 
EPB slip at the VAT

✓ Ask provisional voter to fold ballot along perforation line 
(Stub A) so it will fit inside provisional envelope
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PROVISIONAL VOTER EPB SLIPS

The EPB will generate one of two (2) 
slips when processing a voter who 
must vote provisional:

1. Voter Referral Slip
2. Precinct Lookup Slip 

This slip must be taken to the VAT 
by the voter. 

Voter Referral Slip

Precinct Lookup Slip

Every provisional voter 
receives an EPB Slip

Flip Chart Page 26
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PROCESSING A PROVISIONAL VOTER
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OTHER FORMS AT THE VAT
✓ Form 12-D (VAT Official 

tells voter he/she is 
voting in the wrong 
location but he/she still 
insists on voting

✓ Voter Registration form

✓ Form 10-L (Change of 
Name)

Form 12-D
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DO PROVISIONAL VOTES COUNT?
Provisional votes are COUNTED when the voter meets 
these three (3) criteria:

1. Is registered ANYWHERE in Ohio

2. Completes ALL five (5) of the required fields on the 
provisional envelope, which includes a valid form of 
ID

3. Casts his/her ballot in the correct precinct/polling 
location

If these criteria are met, the provisional ballot will be 
counted in the Official count. The Official count (or final 
vote totals) determine the winner of any race/issue.
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STOP! ABANDONED TRANSACTION

If you hit the HOME button on the Issue Ballot screen you will be stopped. 
Ask VLM for password if you truly want to abandon this transaction.
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11 AM/4 PM CHECK-IN REPORT

❖ Includes ALL voters that have checked-in at Polling Location

❖ Print from one (1) EPB ONLY!

❖ Post reports near entrance of Polling Location under 
Precinct Voter List Sign

 
  

 
  

 
  

Flip Chart Page 30
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TEMPORARY LOGOUT

✓ Use Logout Temporarily for changing EPB officials during breaks
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BALLOT ACCOUNTING
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CLOSING ELECTION ON EPB
LOGOUT OF THE EPB APPLICATION CLOSE THE ELECTION

Lock Device ENTER PASSWORDSLOCK DEVICE
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CLOSING ELECTION ON EPB
SYNCHRONIZE DEVICES PRINT CHECK-IN TOTALS REPORT

COMPLETE BALLOT ACCOUNTING PROCESS
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BALLOT ACCOUNTING

✓ You will enter general ballot data from Election Day

✓ The EPB will automatically reconcile the total number of voted 
ballots entered with the total number of signatures captured 
in all EPBs in your Polling Location

Flip Chart Page 33
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BALLOT ACCOUNTING NUMBERS

UNUSED BALLOTS

→ WESTLAKE-01-A #2

→ WESTLAKE-01-B   #1

→ WESTLAKE-01-C   #2

CURBSIDE BALLOTS

→ WESTLAKE-01-A  0

→ WESTLAKE-01-B  0

→ WESTLAKE-01-B  1

PROVISIONAL BALLOTS

→WESTLAKE-01-A 0

→WESTLAKE-01-B   2

→WESTLAKE-01-C   0

17-Year Old BALLOTS

→WESTLAKE-01-A  0

→WESTLAKE-01-B  0

→WESTLAKE-01-B  0

--> NEXT STEP

SOIL/VOID BALLOTS

→ WESTLAKE-01-A 1

→ WESTLAKE-01-B   0

→ WESTLAKE-01-C   0

SCANNER TOTALS

→ SCANNER  #1     0

→ SCANNER  #2      1

→ SCANNER  #3      0



SEPTEMBER 14, 2021 | NON-PARTISAN 
PRIMARY ELECTION CUYAHOGA COUNTY BOARD OF ELECTIONS | ELECTION OFFICIAL TRAINING 140

TROUBLESHOOTING
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DS200 BALLOT JAMS AND ABANDONED

BALLOT
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TROUBLESHOOTING THE DS200
Stub A

✓ If Stub A is NOT 
ATTACHED, instruct 
voter to reinsert ballot 
and let go once it’s been 
inserted

OR

✓ If Stub A is still 
attached, have Scanner 
Official ask voter to 
remove Stub A and 
continue scanning 
process
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TROUBLESHOOTING THE DS200
Multiple Ballots

✓ Voter has attempted to 
scan multiple sheets at 
once or has tried to 
scan a folded ballot

✓ Instruct voter to insert 
one sheet at a time. If 
voter folded ballot, 
make sure that it’s 
flattened before trying 
to re-insert
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TROUBLESHOOTING THE AUTOMARK
✓ Voter has right to be assisted by a family member 

or friend, or be assisted by two Election Officials of 
opposite political parties

✓ If an AutoMARK is not operational, first refer to 
your QRG – AutoMARK (ADA Voting Unit) Setup | 
Monday Night

✓ If you are unable to fix the problem, call the Board 
of Elections
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VIDEO: EPB TROUBLESHOOTING
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MANAGEMENT TIPS
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TRAINING & TROUBLESHOOTING

RESOURCES
✓ BOE has ample technical support for VLMs/VLDs

✓ Don’t hesitate to call 216-443-3277

✓ 443Vote.us has extensive information:

❖ Training Videos (password ‘443vote’)

❖ Training PowerPoint (pdf)

❖ Flip Chart & VLM Checklist

❖ All QRGs

❖ Most other documents you will use at your 
location
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ROVER & VLM/VLD RELATIONSHIP
✓VLM/VLD and Rover work as a TEAM

✓VLM/VLD responsible for inside of voting location, 
Rover outside

✓Rover checks to make sure BOE cell phone is on

✓Rover is a HANDS-OFF position

✓Rover is NOT trained to troubleshoot equipment

✓Rover verifies Location Diagram followed

✓Rover will arrive around 2 p.m. on Tuesday to 
prepare VLM/VLD for closing procedures
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COMMUNICATION WITH PEOS
✓At Monday Night meeting, briefly inquire as to 

Officials level of work experience

✓Use information to pair experienced Officials with 
less experienced

✓With no DS200 hands-on training, having an 
experienced Official on Scanner Team important

✓Remind Officials to use their Flip Chart and QRGs 
throughout the election

✓When in doubt, call the BOE
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WORKING WITH SANITATION OFFICIAL(S)
✓ Each polling location is assigned at least one Sanitation 

Official (SO). Larger locations could have up to three 
SOs.

✓ The Sanitation Officials are to help set up the polling 
location utilizing the PPE Supplies provided.

✓ Sanitation Officials will spend most of the day sanitizing 
voting booths and other frequently touched surfaces, by 
spraying a light mist of the Rubbing Alcohol Spray 
provided. Surfaces sprayed with Rubbing Alcohol should 
not be wiped.

✓ Sanitation Officials are NOT trained in PEO duties and 
should not be asked to perform poll worker functions.
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WORKING WITH ELECTION SUBSTITUTE

OFFICIALS
✓ For each election, Election Substitute Officials (ESO) are 

hired to fill PEO vacancies created by workers calling off 
or failing to report for their assignment.

✓ If there is a missing worker in your location, call the 
Election Official hotline (216-443-3277) immediately, 
and we will work to send a replacement.

✓ A worker may come to your location that is not on your 
roster. Please welcome and treat this worker like all your 
other poll workers, as they were sent by the BOE.

✓ The BOE decides where to send ESOs based upon the 
number of poll worker absences in a location, as well as 
maintaining political balance.
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MONDAY NIGHT MEETING TIPS
✓PEOs must report to the polling location Monday night 

at 6 p.m. As the VLM/VLD, you may arrive as soon as 
5:45 p.m. in order to get organized and form a plan for 
when the PEOs arrive.

✓VLD helps with AutoMARK and VAT

✓AutoMARK should be set up early, as it takes 45 
minutes to power on

✓If you have more than 12 Election Officials, assign extra 
workers to Scanner, Supply and EPB Teams

✓Be sure to use VLM Monday Night Checklist
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ELECTION DAY TIPS
✓Use Monday Night Team pairings unless 

competency or compliance issues arose

✓VLM should walk around location during first hour 
of voting to observe

✓VLM discretion whether to rotate workers 
throughout the day

✓Prepare Officials for closing ahead of 7:30 p.m.
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FINAL ITEMS

SAFETY
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¡BIENVENIDOS¡

BILINGUAL PEO TRAINING
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SPANISH LANGUAGE

ASSISTANCE HOTLINE

216-443-3233

This number can be found on the back of your Flip Chart



SEPTEMBER 14, 2021 |  
NON-PARTISAN -PRIMARY ELECTION CUYAHOGA COUNTY BOARD OF ELECTIONS | ELECTION OFFICIAL TRAINING 157

ROLES & RESPONSIBILITIES
✓ In addition to regular Election Official duties, assist 

voters needing Spanish language assistance using 
Spanish language skills and the tools provided

✓ Remember to use formal Spanish

✓ The Bilingual Official is EXEMPT from political 
balance when interacting with a voter, including at 
the DS200 scanner.

✓ The Bilingual Official should be assigned to the 
Check-In Table (or Ballot Table for quick access to 
voter)
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ELECTION DAY TOOLS

✓ Be sure all appropriate signs are placed on the 
doors, walls and tables in the Polling Location.
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ELECTRONIC POLLBOOK IN SPANISH

A voter can switch the Electronic Pollbook to Spanish by 
clicking the BLUE CAMBIAR IDIOMA button
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ELECTION DAY TOOLS

Privacy Folder - Spanish How to Mark Your Ballot - Spanish
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VOTING MACHINES

✓ If a voter needs to use the 
AutoMARK, alert VLM

✓The DS200 will display messages 
in both English and Spanish 
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SAFETY OF LOCATION
✓ The safety of Election Officials, voters and anyone 

else inside the Polling Location is always the 
highest priority

✓ Call 911!

✓ After proper authorities have been notified, call 
Board of Elections to report the incident

✓Only if time permits, take all election sensitive 
materials outside of the Polling Location with you 
during the evacuation
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SAFETY OF LOCATION
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SECURITY OF ELECTION EQUIPMENT
✓ Questions about the security of election 

equipment (i.e. hacking), refer to the VLM first

✓ In most cases, the VLM will instruct the voter to 
call the Board of Elections with questions

✓ Do not engage with a voter on this topic

✓ There will be more information about the security 
of our election equipment on our website
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BOE WEBSITE: 443VOTE.US
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