Summit County
Board of Elections

Precinct Election Official
Manual
POLLS OPEN 6:30 AM UNTIL 7:30 PM

ACKNOWLEDGEMENT

Welcome!
Thank you for serving as a Precinct Election Official.

We are delighted to have you working as part of our team for the upcoming
election. The Summit County Board of Elections is committed to conducting
fair and impartial elections that are well organized and professionally
managed—something that would be impossible without you, one of the
hundreds of dedicated, community-minded Precinct Election Officials who
staff and operate the voting locations each election.

Again, thank you for the essential role you play in ensuring your neighbors are
able to exercise their right to vote with ease.
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William D. Rich, Chairman

Marco S. Sommerville

Ray L. Weber

Bryan C. Williams

CONTACT INFORMATION

Summit County Board of Elections
470 Grant Street
Akron, Ohio 44311-1193
Phone: (330) 643-5200
Fax: (330) 643-5422
Precinct Election Official Coordinators:
Deb Carroll

Republican

(330) 643-5341

Connor Shaw

Republican

(330) 643-5342

Jake Ochsenhirt

Democrat

(330) 643-5344

Robert Hunt

Democrat

(330) 643-5340

Summit County Sheriff’s Department

(330) 643-2181

Emergency Assistance

911

http://www.sos.state.oh.us

https://twitter.com/SummitCountyBOE

http://www.summitcountyboe.gov

https://www.facebook.com/summitcountyboe
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ELECTION OVERVIEW
VLM/VLD RESPONSIBILITIES
The Voting Location Manager (VLM) manages the election process at the assigned voting
location and is responsible for its overall conduct. The counterpart to the VLM is the Voting
Location Deputy (VLD) who is a member of the opposite party.
VLM / VLD, prior to Election Day are required to separately do the following:
• Pick up election supplies the Saturday before an election
• Check the supply bags to make sure they are marked for your voting location
• Attend the Monday Night Meeting at 6:30 PM at your assigned location
On Election Day the VLM / VLD are required to carry out the following duties:
• Arrive at the voting location no later than 5:30 a.m.
• Conduct the election properly and lawfully
• Set up election equipment
• Return the election supplies to the Summit County Board of Elections or other
assigned location together in the same vehicle
• Perform any other duties assigned by the Summit County Board of Elections
Additional duties of the VLM on Election Day
On Election Day the VLM is required to carry out the following duties:
• Formulate a work plan for Election Day, including resolving any work assignments,
lunch/dinner schedules, or break schedule conflicts
• Administer the Observer Oath to any appointed poll observers
• Review with PEOs any special instructions or recent changes to instructions
• Officially open and close the polls
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ELECTION OVERVIEW
SUPPLY ASSISTANT & PEO RESPONSIBILITIES
Supply Assistant Responsibilities
Prior to Election Day, the Supply Assistant (SA) is required to do the following:
• Pick up election supplies the Saturday before an election
• Check the supply bags to make sure they are marked for your voting location
• Attend the Monday Night Meeting at 6:30 PM at your assigned voting location
• Perform the same duties as a PEO

Precinct Election Official (PEO) Responsibilities
A PEO must perform the following duties:
• Attend the Monday Night Meeting at 6:30 PM at your assigned voting location
• On Election Day, arrive at the voting location no later than 5:30 a.m.
• Conduct the election properly and lawfully
• Read and sign the PEO Oath of Office
Every PEO must also perform additional tasks, such as:
• Assist in opening and closing the
voting location

•

Ensure that the U.S. flags are posted
100 feet from the entrance to the
voting location to mark the limits of
the neutral zone, and that
campaigners and campaign materials
remain outside the neutral zone

•

Assist voters in a courteous and
respectful manner as needed

•

Verify and sign forms as needed

•

Record important information on
your Memo Sheets as necessary

•

Verify identification and check in
voters

•

Post the Register of Voters for your
location at 6:30 a.m. and update this
list at 11:00 a.m. and 4:00 p.m.

•

Make sure voters are correctly issued
regular or provisional ballots

•

Assist with reconciliation

•

Perform any other duties assigned by
the Summit County Board of Elections
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ELECTION OVERVIEW
CONDUCT AT VOTING LOCATION
Conduct at Voting Locations
How PEOs conduct themselves at the voting
location sets the tone for the voting location
and serves as an example for voters.
Treating voters and other election officials
with courtesy and respect is the foundation
for a smooth process. If you have patience
with them, they will have patience with you
should a problem arise.
Your Election Day assignment is one that can
be trying if voter turnout is high, so please
think about practical things like getting
plenty of rest before your long day of
service. In short, please prepare for Election
Day so you can treat voters in a professional
manner, work efficiently, and resolve any
problems that may arise.
Language and Behavior
Your behavior has a strong impact on the
Election Day experience for voters and other
workers. Please always treat voters in a
professional manner, even if the voter is
impolite. Do not use foul or abusive
language. Do not share personal information
that could make others uncomfortable.

Political Discussion
You may campaign for the candidate or issue
of your choice prior to Election Day. Please
remember that political discussions are not
permitted in the voting locations.

Unacceptable Conduct
• PEOs may not campaign at the voting
location or attempt to influence any voter or
other PEOs as to their vote for or against a
candidate or issue.
• PEOs may not wear or disseminate any
campaign literature or paraphernalia. This
includes but is not limited to literature,
sample ballots, slate cards, campaign
badges, campaign clothing, and campaign
buttons.
• PEOs may not introduce into the voting
location, or use during their work time, items
that might distract them from managing the
polls (e.g., laptops, newspapers, music
players, radios, televisions, etc.) Cell phones
may be used only for Board of Elections
business.
• PEOs may not solicit contributions for raffle
tickets or chances, or have for sale anything
at the voting location, such as baked goods,
candy or crafts.
• PEOs may not engage in any other activities
identified as illegal or unacceptable by the
Summit County Board of Elections, the
Secretary of State, or state or federal law.
• PEOs may not refuse to enforce election
laws, especially the laws that apply to voting
locations (R.C. 3501.33, R.C. 3501.35)
• The Board of Elections does not tolerate
bullying. Mistreating other PEOs or voters
may result in your dismissal.
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ELECTION OVERVIEW
ANY LINE, ANYTIME & NEUTRAL ZONE
Any Line Anytime
With the use of an “any line anytime” system, the process of
checking in voters will be divided between two separate
stations: Standard Check-in and Voter Assistance Table
Check-in.
The Standard Check-in tables will be responsible to check in
and process all voters assigned to the voting location who are
eligible to cast a regular ballot and do not require any voter
updates.
The Voter Assistance Table, usually staffed by the VLM or VLD,
processes provisional voters and any voter who requires a
voter update. The Voter Assistance Table may also be used to
check in other voters as needed.
The ballot table will have at least one and up to four ballot
styles per precinct. The color of the ballot stub indicates a split
precinct (see pg. 52 for more about split precincts). These
ballots are for use at both the Standard Check-in and Voter
Assistance Tables.

M100s

Standard Check-in
Voter Assistance Check-in

Ballot Table

Neutral Zone
A voting location is a “neutral zone.” Accordingly, Ohio law imposes specific limitations on who
may enter a voting location and what conduct is permissible. Of the various groups or individuals

you may encounter on Election Day, their rights and limitations may vary.
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ELECTION OVERVIEW
PEOPLE ALLOWED IN THE VOTING LOCATION
The Following People are Allowed in the
Voting Location
• An election official
• A police officer
• A person reviewing the list of registered
electors, otherwise known as the Official
Voter Registration Lists
• A voter
• A voter’s child, who is not yet of voting age
• A person assisting another person to vote
• An observer bearing a certificate of
appointment
• Credentialed journalists/media
Persons Assisting Voters
• Voters who require assistance may have a
person of their choice or two PEOs —each
from a different political party—assist them.
The elector may choose anyone they want to
provide the assistance, other than the
elector’s employer, an agent of the elector’s
employer, an officer or agent of the elector’s
union, if any, or any candidate whose name
appears on the ballot (R.C. 3505.24).
• Attorney-in-Fact: See page 31.

Persons Checking the Register of Voters
Any person may:
• Enter the voting location for the sole
purpose of checking and taking notes from
the Register of Voters, posted at 6:30 a.m.
and updated at 11:00 a.m. and 4:00 p.m.
•

Use a personal device to take a photo of the
Register of Voters.

•

Not approach the PEOs or M100 to inquire
about the official number of ballots cast.

•

Not wear any electioneering clothes or
accessories and may not interfere with or
disrupt the election.

•

Not remove or take with them the posted
Register of Voters.

ELECTION OVERVIEW
GUIDELINES FOR OBSERVERS
The following guidelines are specific to observers:
• Contact the Board of Elections immediately if an Observer visits your voting location and does
not have BOE credentials
• Observers must be appointed by political parties, groups of candidates, or issue committee at
least 11 days prior to Election Day to observe the conduct of the election in the voting location
• Upon arriving at the voting location, an Observer must have their Certificate of Appointment of
Observer (Form 215B) and some form of photo identification verified by a PEO and must take
the Observer’s Oath
• Observers are allowed to be in the voting location before, during, and after hours of voting
• Observers are permitted to move freely about the voting location to the extent that they do not
engage in prohibited activity
• Individuals are not permitted to observe at locations to which they are not duly appointed
• Observers are not permitted to sit at the same table as the PEOs and are not to provide PEOs
or voters any written or verbal comments or instructions
• Observers may not use any electronic or communication device or any audio/visual recording
device in any manner that impedes, interferes with, or disrupts an election, or in any way
intimidates a voter or risks violating the secrecy of the ballot or voter privacy
• Observers may not use a cellular or digital telephone, walkie-talkie, or any other wired, wireless,
or satellite audio communication device to discuss the election or a perceived problem with the
administration of the election within the voting place
Observers may use communication or audio/video devices in and about the voting location subject
to the following conditions:
• The Observer may send and receive text messages, e-mail communications, instant messages,
and similar other non-verbal, electronic communications using a communications device or
audio/video device
• The devices must be set so as to produce no noise (low volume vibration settings are permitted)
• The devices may not be used to take photographs, videos, or to record or transcribe any
conversations inside the voting place
• The Observer may not have an audible conversation inside the voting place using a
communications device or audio/video device
• The Observer is not permitted to interfere with PEOs doing their jobs or otherwise slow down
the operation of the voting location, or to interact with voters in a matter that interferes with
or disrupts an election. Please contact the Summit County Board of Elections for further
clarification and instructions if this situation arises.
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ELECTION OVERVIEW
CREDENTIALED JOURNALISTS/MEDIA

Credentialed Journalists/Media
• Representatives of the news media are entitled to reasonable access to voting locations
during elections. However, the presence or activities of media representatives may not
interfere with PEO activities, interfere with the election or voters’ exercise of their right to
vote, intimidate voters, or jeopardize the secrecy of a voter’s ballot.
•

News media representatives include persons reporting news on behalf of any news
medium, including a newspaper, magazine, press association, news agency, or wire
service, a radio or television station or similar medium.

•

While serving as a PEO or VLM your primary responsibility is to lawfully manage your
voting location and your focus should be on this task. If a media representative asks you
to comment on anything, explain that you are not authorized to speak on behalf of the
Board of Elections and advise them to contact the Board of Elections for comment.

ELECTION OVERVIEW
PEOPLE NOT ALLOWED IN THE VOTING LOCATION
The Following People are NOT Allowed in the Voting Location
• Pollsters
• Candidates or campaign workers who are campaigning or electioneering
• A person or group collecting signatures for a petition
• A person or group distributing food
Pollsters
Pollsters conducting exit polling are not allowed inside the voting location.
They are permitted to be outside the voting location - even within 100 feet of the entrance - but
they may not interfere with or disrupt the election, or otherwise violate the law. Exit Pollsters may
not wear anything that may be construed as campaigning for or against any candidate or issue on
the ballot.
Electioneering
Electioneering or campaigning is prohibited within 100 feet of the entrance to the voting location
building or, within 10 feet of voters waiting in line if the line extends past the 100 foot limit.
Candidates, campaign workers, and other persons entering the voting location must remove or
cover all campaign garb and paraphernalia before entering. A voter who refuses to remove or
cover up campaign garb or paraphernalia must be allowed to vote, if the voter is entitled to do so.
However, you must report any such incident to the Board of Elections.
Voters are permitted to take campaign literature and newspaper endorsements with them into the
voting booths. Voting booths should be checked often to ensure no campaign literature is left
behind.
Collecting Signatures Inside a Voting Location
Persons are not permitted to collect signatures inside or within the neutral zone outside of the
voting location (i.e., within the area marked by the placement of two small U.S. flags).
Distributing Food and Campaigning Inside a Voting Location
Campaigning, displaying campaign material, or distributing food inside of the neutral zone of a
voting location is prohibited. Ohio law prohibits anyone from procuring or offering money or other
valuable things to or for the use of another, with the intent that it or part thereof shall be used to
induce such person to vote or to refrain from voting. Food, discounts, and other such inducements
are “things of value” for purposes of the election law statutes on bribery.
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ELECTION OVERVIEW
EMERGENCY PROCEDURES & SCHEDULED BREAKS

IN CASE OF AN EMERGENCY BUILDING EVACUATION
DO NOT JEOPARDIZE YOUR SAFETY
Secure election supplies
Pack the ballots into a Red Supply Bag then take the EPB and case with you as you
leave the building.
Evacuate the building
Use any available phone to call 911.
Call the Summit County Board of Elections only after you have called 911.

Lunch and Dinner Schedule
Food and drink are not permitted at the check-in tables or
near the equipment. Lunch and dinner breaks are
45 minutes long and must be handled so that there is
always at least one Democrat and one Republican present
so voters can be processed without delay. All PEOs
should return from lunch or dinner break by 5:00 p.m.

NOTE: If any PEO becomes ill and a replacement is needed or if any unusual situation
develops, call the Board of Elections immediately (330) 643-5200.

ELECTION OVERVIEW
TEAMWORK & SECURITY PROCEDURES
PEOs Work as a Team to Make Sure
• PEOs should be able to observe voters as they enter the voting location, go through the voting
process (but not observe how a voter votes), and leave the voting location
• Every step of the voting process should be open to a voter’s view after they enter the voting
location (except viewing how another voter votes)
• Voters, including those with disabilities (e.g., using a wheelchair, walker, crutches, cane,
scooter, service animal, a friend’s arm, other mobility aids), should be able to easily get into
and out of the voting place and have access to any voting device
• Voters should be able to move easily from the check-in table to the place they are to receive
their ballot or vote, and to the exit
• Machines or voting compartments should be arranged so that voters can vote privately to
ensure a secret ballot
• Directional signs should be posted so that voters can find the voting area from the main
entrance
• Place the small cloth flags 100 feet from the exterior entrance to the voting location. The larger
laminated flag should be posted at the entrance to the room where voting occurs
• All required signs and the Register of Voters should be prominently posted inside the voting
location
• Tables and materials should be organized efficiently, and all necessary voting supplies should
be easily accessible to PEOs
Necessary Security Procedures
• Inspect voting equipment and supplies for physical damage and make sure the tamper-proof
seals have remained intact since the equipment or supplies left the Board of Elections
• Maintain control over all voting machines and all associated materials and supplies
• Ensure that the memory card slot on every voting machine is protected from unauthorized use
or tampering before the start of voting and throughout Election Day
• Document any incident that may affect the election results, such as machine problems, voters
who signed in using the EPB but left the voting location without voting, delays in opening the
voting location, and any other incidents that could have an impact on the election - especially
on recording numbers on the M100, reconciling ballots, equipment, or supplies
• Report any suspicious activity in or around the voting machines to the Board of Elections
• Complete every form legibly
• Maintain chain of custody procedures for voting
• Return the materials to the Board of Elections office or other assigned location on Election Day
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MONDAY NIGHT MEETING
SUPPLY PICKUP, PAYROLL SHEET, PEO DUTIES
Election Supply Pickup
Voting Location Managers, Voting Location Deputies, and Supply Assistants are responsible for
promptly picking up the supplies as instructed by the Board of Elections. Election supplies will be
picked up at a designated location on the Saturday before Election Day. All equipment and supplies
must be carefully secured until Election Day.
NOTE: Please do not leave the election supplies in your vehicle!
Store them securely in your home!

Monday Night Meeting
ALL PEOs meet at 6:30 p.m. on the Monday evening before Election Day at their assigned voting
location. All election officials must check the inventory of the election supplies and familiarize
themselves with the voting location. If your location is not open, call the Board of Elections at
(330) 643-5200.

NOTE: Remember to sign your Payroll
and Precinct Expense Statement!

Duties of the VLM and All PEOs at the
Monday Night Meeting
• Ensure the equipment for Election Day is
delivered

•

•

Ensure your voting location has one voting stall for every 100 registered voters

•

Ensure you have at least one M100 per precinct and that the voting location has at least
one AutoMARK present

Determine if the voting location has a logical and accessible flow for voters to enter and exit.
The room should be set up so that voters can see the check-in table from the entrance and the
PEOs can see the voting booths and M100s from the check-in table.
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MONDAY NIGHT MEETING
INVENTORY SUPPLY BAGS
Inside the Blue Supply Bag you will find a supply envelope containing a Polling Place Supply List.
This list is an inventory of the supplies packed in the Blue Supply Bag. Ensure all items are
included and marked for your voting location.
• Check for the locations of power outlets and make sure they work
• Find all exits and restrooms
• Set up and test the MiFi, EPBs and printers. See pages 16-17 for more information.
• Allow ten minutes for each EPB to automatically download any Absentee Supplemental
update files. On-screen prompts will indicate the number of files to be downloaded. The EPB
will display the number of files currently processed.
• Post signs and reverse-roll/flatten the laminated flag to make it easier to post on Election Day
• Ensure everything is set up and ready to go for Election Day
• Repack and return all supplies and equipment to their supply bag or carrying case
• Check the Emergency Auxiliary Ballot Bin and Ballot Compartment. Using the BLUE KEY, remove
the secrecy sleeves and provisional envelopes secured within the Emergency Auxiliary Ballot Bin
and verify that the ballot compartments are empty.
• Each of these duties must be completed before you leave the voting location on Monday Night
If any items are missing or any issues arise during the Monday Night Meeting,
call the Board of Elections immediately at (330) 643-5200.

Red and Green Supply Bags
Leave these bags at home during the Monday Night Meeting
Double-check that the bag(s) in your possession are correctly
marked for the precinct where you work on Election Day

NOTE: DO NOT OPEN THE CLEAR
MEMORY CARD BAG.
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MONDAY NIGHT MEETING
SET UP THE EPB
Set up the EPB for the Monday Night Meeting
Each EPB case will contain the following items: EPB, printer, required power cables, stylus, and
additional paper rolls. In addition, one case per location will also contain a MiFi (wireless internet)
device with necessary power cable.

Remove each item from the EPB carrying case. For locations with multiple cases, start with the
case that contains your MiFi device.
Each electronic device and power cable is marked with a color coded-sticker, indicating which
power cable is to be used and where the cable plugs into the device.
 First

plug in and turn on your MiFi. The micro USB power
cable will be marked with a red sticker on the end that plugs
into the device and a blue sticker on the end that plugs into
the power strip. Press and hold down the power button until
the device powers on and the screen illuminates. Verify that
the MiFi shows at least two bars of connectivity.
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MONDAY NIGHT MEETING
SET UP AND TEST EQUIPMENT
 Plug

in and power on the printer. Each printer will have a numbered
sticker along the side and will be wirelessly paired with a matchingnumbered EPB. Press the power button on the top of the printer. A
steady blue status light will indicate when the printer is fully powered on.

 Set

up and power on the EPB. Open the EPB by
flipping the screen all the way around until the
screen is resting in an upright position. The EPB will
power on automatically when it is plugged in; if it does
not, press and hold the Sleep/Wake button on the top left
side of the device until an Apple logo appears on the
screen.
z

 Launch

the EPB Application. Press the tablet’s HOME
button to unlock the device. Select the EPB icon to begin.

 Verify

that each EPB turns on and is connected
wirelessly to your MiFi device. You will be connected
when the red broken heart symbol becomes a green fan
symbol. Allow ten minutes for each EPB to automatically
download any Absentee Supplemental update files.

 Verify

that each EPB is properly paired with a printer by
looking for a green printer icon. If the icon is yellow,
press the printer icon and select TEST from the pop-up
menu. If the test print fails, see pg. 99 for more
information.

 Power

off the MiFi by holding down the power button on the device. Next power off the
printer.

 Unplug

all devices and repack the printer, MiFi and other equipment into the EPB carrying
case. Close and latch the case.
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OPENING THE POLLS
OPENING CHECKLIST
Election Day Opening Checklist
The VLM will assign tasks to facilitate the room setup, but everyone works together and many of
these tasks can be completed simultaneously. Place a checkmark in the box corresponding to the
task as it is completed.
 Be

at the voting location by 5:30 a.m. If a PEO hasn't arrived by 5:45 a.m., call the Board of
Elections at (330) 643-5200. Tell them the names of all PEOs present so the Board of Elections
can determine who is missing.

 Turn

on your cell phone. Record the use of your personal cell phone on the Payroll Expense
Statement. You will be reimbursed $0.10 per minute for election-related calls only. If the calls
on Election Day exceed 60 minutes, a copy of an itemized cell phone bill is required
for reimbursement.

 Open

the M100. Remove the dust cover from the M100 by unlocking the Counter Access
Panel, using the BLUE KEY, and then pulling the front of the dust cover out and up. Store the
cover under the ballot box.
Safety Tip: To avoid injury, ensure that the dust cover is stored under the backside of
the ballot box or in a place where no individual may accidently trip over it.

 Plug

the M100 power cord into a wall outlet. If the cord is plugged in wrong or the M100
scanner is not pushed in all the way, the message “NO-AC” will appear on the display screen
when you turn on the scanner. If the “NO-AC” code appears, check both the outlet and the
scanner.
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OPENING THE POLLS
INSERT M100 MEMORY CARD
 Insert

the memory card. Remove the memory card from the clear plastic case. Lower the
Counter Access Panel to gain access to the front of the M100 scanner. Open the door on the
front of the scanner to access the memory card slots. The memory card must go into the
BOTTOM SLOT. A blank spacer card is pre-installed in the top slot.

NOTE: A triangle symbol on
the card indicates the correct
direction to insert the
memory card.

 Close

and lock the Counter Access Panel in the UP position.

 Check

the Emergency Auxiliary Ballot Bin and Ballot Compartments. Ensure that the ballot can is
empty. Close and lock all doors then place the BLUE TAMPER EVIDENT SEALS on both sides of
the M100 ballot can.

 Use

the GREEN TAMPER EVIDENT-SEAL to secure the lid of the Ballot Stub Can (not pictured).

 Insert

the RED KEY and turn on the M100. Lift the Key Access Lid, insert the key and turn the
key to the “OPEN/CLOSE POLL” position. After a minute or two, the display screen will read
“ELECTION CARD INSERTED OPEN POLLS NOW?”

19

OPENING THE POLLS
OPEN THE POLLS WITH M100
 Press

“YES” to open polls. Turn the key to the “Vote” position
when you see “PLEASE TURN KEY TO VOTE POSITION.” The
scanner will automatically print an Initial State Report along
with a Zero Tape Report.

 Review

the Zero Tape Report. Verify the following information
is correct
• Date & time (this should be the current date and time)
• Jurisdiction name and precinct number and/or letter
• Voting Location
• Votes (should read “0” throughout the report)
If there is a discrepancy call the Board of Elections immediately.

 Sign

the Zero Tape Report. After the report has finished printing and all
the information is verified and correct, the VLM and VLD must sign at the
bottom of the report in the designated area. Store the Zero Tape Report
in the Clear Memory Card Bag.

 Remove

the RED KEY. With the scanner in “VOTE” mode, remove the
scanner key and secure it in the Clear Memory Card Bag. Close the Key Access Panel.

 The

M100 scanner is ready. At 6:30 a.m., voters can scan ballots by inserting them into the
ballot entry slot in any direction. Follow the same procedure to prepare and set up any
other M100s in the voting location.

 Complete

the Payroll Sheet and sign the Ethics Policy. Both the Payroll and Precinct Expense
Statement sheet and the Ethics Policy Acknowledgment Form are located in the Important
Election Day Envelope.

20

OPENING THE POLLS
UNPACK THE EPB
 Unpack

the EPB Carrying Case. Each case
contains the following items: EPB, printer,
required power cables, stylus, and additional
paper rolls. One case per location will also
contain a MiFi (wireless internet) device.
Remove each item from the carrying case.
Each device and power cable is marked with
a color coded-sticker, indicating which power
cable is to be used. For locations with
multiple cases, start with the case that
contains your MiFi device.

 Plug

in and turn on your MiFi. Press and hold down the power
button until the device powers on and the screen illuminates. Verify
that the MiFi shows at least two bars of connectivity.

 Plug

in and power on the Printer. Each printer will have a numbered
sticker along the side and will be wirelessly paired with a matching
numbered EPB. Press the power button on the top of the printer. A
steady blue status light will indicate when the printer is turned on.

 Set-up

and power on the EPB. Open the EPB by flipping the screen all
the way around until the screen is resting in an upright position. The
EPB will power on automatically when it is plugged in; if it does not,
press and hold the Sleep/Wake button on the top left side of the device
until an Apple logo appears on the screen.

 Launch

the EPB Application. Press the tablet’s HOME
button to unlock the device. Select the EPB icon to
begin.
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SIGN INTO THE EPB
 Sign

in as a PEO using the EPB. From the START
screen, press the Home Menu, located in the top
right corner, then select POLLWORKER
PAYROLL. Search for your name on the Payroll
Screen and select CLOCK-IN. If your name is not
listed, touch ADD WORKER and follow the
on-screen steps. Take the oath and sign in the
signature box then touch the green I ACCEPT
button. You are now signed in.

 Ensure

all present PEOs and the VLM sign in.
ALL workers in a voting location must sign in,
regardless of which job position they perform during the course of Election Day. PEOs do not
need to sign in using multiple EPBs. Press HOME to return to the Start screen.

 Log

in as the User of the EPB. From the Start screen, press the large, green START button. The
log-in screen will then appear. The PEO working at this EPB should enter their full first and last
name, then press CONTINUE.

 Select

whether the EPB is being used at the Voter Assistance Table. There should be only one
Voter Assistance Table per location, often staffed by the VLM or VLD. If this poll book will be
used at the Voter Assistance Table, select YES,
otherwise select NO.

 Enter

the passwords exactly to unlock the device.

Password #1: dem123
Password #2: rep123
After the device is unlocked, the EPB will print a Zero Report. After the report has printed,
the EPB will be ready to process voters.
 Review

the Zero Report. Review this report and ensure the number of total ballots processed
reads zero and it is signed by the VLM and VLD. All Zero Reports should be placed in the Clear
Memory Card Bag before the polls open.



The EPB is ready. At 6:30 a.m., voters can now be checked in using the EPB. Follow the same
procedure to prepare and set up any other EPBs in the voting location.
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POST FLAGS & REQUIRED MATERIALS
 Post

laminated flag. PEOs must post the laminated flag inside the
voting location with the blue stars in the upper left corner.

 PEOs

must post the cloth flags 100 feet from the entrance of the voting
location. Campaigning and electioneering must be 100 feet away from
the entrance of the voting location as well as 10 feet away from voters in
line if the line should extend beyond the 100 foot boundary.

 Post

the two “Vote Here” signs. One is to be posted by the street so
voters may see that there is voting at this location, with the other sign
posted by the main entrance so voters know which door to enter.

 Post

the voting location and voter directional signs. The sign listing all precincts should be
posted at the entrance of the voting location. Place directional signs (Start Here, Voter
Assistance Table) on appropriate tables.

 Check

your Polling Place Supply List. Make certain you have received all supplies and
everything is correctly marked for your precincts. If any supplies are missing or marked for
another precinct, report it immediately to the Board of Elections at (330) 643-5200.

 Post

the Register of Voters Post the blue copy of this list before the polls open. This list may be
placed on a table and must be posted so that the list cannot be removed unnoticed. This list
must be updated at 11:00 a.m. and 4:00 p.m.
•

 Post

To update this list, use the EPB located at the Voter Assistance Table. Select 11AM/4PM
CHECK-IN TOTALS from the Home Menu. The Check-in Totals screen will appear. Press
Print and print all pages of the updated report.

any informational material not posted during the Monday Night Meeting.

23

OPENING THE POLLS
SET UP AUTOMARK
 Set

up equipment to comply with the Americans with Disability Act (ADA). Refer to the ADA
equipment list to find out what modifications are necessary for your voting location. Follow the
equipment set-up in the Voter Accessibility and Assistance chapter.

 Set

up the AutoMARK. There is one (1) AutoMARK at each voting location. If you are at a
location with multiple precincts, only one set of keys inside the clear memory card bag will have
a gold key attached.

 Plug

the AutoMARK power cord into a wall outlet. The AutoMARK should be placed on a table
that allows wheelchair access and privacy.

 Open

the Touch Screen Monitor. Slide the lid latches towards the outer edge to open the lid.
Lift the Lid Flap and rotate it back until it rests on the top of the lid. Lift the entire lid away from
you into a vertical position. The Touch Screen Monitor should now be visible.

 Lift

the Touch Screen Monitor into a vertical position. Lift and adjust the angle of the Touch
Screen Monitor for viewing comfort. Close the lid, leaving the Touch Screen Monitor in the
upright position.

 Lift

the Ballot Feed Tray into position. Lift up on the Ballot Feed Tray, then pull toward you to
lower the tray into position.
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AUTOMARK, MEMO SHEET & RED SUPPLY BAG
 Turn

on the AutoMARK. Plug the headphones into the front of the
terminal. Insert and turn the gold key to the ON position.

 Remove

and store the key. After “Insert Your Ballot” appears on
the screen, remove the gold key and place the key into your Clear
Memory Card Bag for safekeeping. The AutoMARK is now ready
for voting.
NOTE: The voter must remove the ballot stub before
inserting the ballot into the AutoMARK.
You may assist the voter upon request.

 Record

information on the Memo Sheet. The Memo Sheet can be found in the Important Election Day Envelope. Record the following on the Memo Sheet
•

Voting place maintenance, condition of equipment, and other information that should be
brought to the attention of the Board of Elections

•

Problems with ballots (voids, provisional voters, etc.)

•

If Election Day went smoothly, please also record that on the MEMO SHEET

 VLM

must sign the Memo Sheet after the close of the polls. Please include a telephone
number (cell or home).

 VLM

breaks the seal on the RED SUPPLY BAG. Make sure this is done in the presence of all
PEOs. Ensure the ballots are marked for the correct precinct. Please note that split precincts will
have ballots for each split. Splits are indicated by the stub color.



Put on your name tag. Name tags are included in the Election Supplies
Envelope. All PEOs must wear a name tag throughout the day so voters
can identify you as a PEO.

 This

location is now set up and ready. Polls open at 6:30 a.m. and
remain open until 7:30 p.m.
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ACCESSIBILITY FOR VOTERS WITH DISABILITIES
Accessibility for Voters with Disabilities
Common Barriers to Accessibility
Under both state and federal law, Ohio voting
• Lack of designated accessible parking spaces
locations are required to be accessible to
• Lack of vertical signage or access aisles at
people with disabilities. The Board of Elections
accessible parking spaces
verifies the accessibility of the voting location for
• Sidewalks without curb-cuts
voters with disabilities before selecting it as a
location.
• Steps at voting location entrances

To do your part to help ensure voters with
disabilities can access the voting location, travel
the route from the accessible parking space(s)
through the accessible entrance. Make sure
the route to the voting area, inside the location
and the voting area itself is also accessible.
If equipment is provided by the Board of
Elections to temporarily mitigate any barrier
(e.g., temporary parking sign(s), cones for
designated parking space(s), ramp(s), etc.),
and check that you have properly set it up.

•

Thresholds or steps that have an extreme
change in height

•

Gravel, grates, or cracks in sidewalks

•

Heavy interior doors

•

Doors not operable with a closed fist (i.e.,
round door knobs, thumb operated handles,
etc.)

•

Tripping hazards, such as loose mats or
unsecured electrical cords

•

Obstructions that protrude from the wall and
are undetectable by a cane or are sitting in a
walkway that make maneuvering difficult.

If you find that accessibility is lacking, you should
notify the Board of Elections and be on the alert
that voters with disabilities may need additional
assistance in accessing the voting location.

If an alternate/separate entrance is being used
specifically for accessibility, ensure that it is
unlocked.
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PARKING LOT ENFORCEMENT
Enforcement Policy for Accessible Parking
The Board of Elections seeks to ensure that voters who are
legally entitled to designated ADA accessible parking are able to
utilize those spaces on Election Day.
PEOs and Board of Elections personnel who need ADA accessible
parking, and who may spend extended time at voting locations
may seek to be dropped off or have their vehicle moved by
someone else whenever possible. PEOs’ use of designated
parking spaces for prolonged periods denies the voting public
this much needed assistance.
Troubleshooters will monitor the accessible parking spots as
they circulate on Election Day. They will remind PEOs about the
policy. If they see the same vehicles on separate visits, they will find out if the situation is in
compliance with the Board of Elections policy. If it is not, troubleshooters will remedy the situation
by asking that the vehicle be moved.
Summit County Board of Elections personnel are not authorized to move vehicles for others.

Temporary Voting Location Improvements
At the request of the Secretary of State, we regularly perform evaluations on our voting locations
to identify issues of accessibility. The evaluations result in many of our locations requiring
temporary modifications to bring them into compliance with ADA and the Ohio Revised Code.
Voting locations that require modifications will have equipment delivered prior to Election Day.
Equipment will be delivered to the room where voting takes place. It is the responsibility of the
PEOs to set up and tear down the equipment. This should be performed along with the tasks on
your opening/closing checklist.
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VOTING LOCATION IMPROVEMENTS
A. $250 MIN FINE or VAN ACCESSIBLE signs Adhere these signs to existing
International Symbol of Accessibility parking signs that do not state the
fine or have at least one VAN ACCESSIBLE space - there are adhesive
squares on the back. Accessible parking signs are required by law to state
a minimum fine. Parking lots must also have at least one accessible
parking space designated as VAN ACCESSIBLE. This parking space must
have an 8 foot striped access aisle next to it. If there is no access aisle,
use a orange cones to block off a parking space next to the VAN
ACCESSIBLE space (be sure to leave 32 inches of clearance to ensure a
wheelchair may maneuver through the coned area).
B. ADA Accessible Voter Parking & Van Accessible Parking with stand Place
these signs in front of handicap parking spaces which do not already have
proper vertical signage. In some cases, your voting location may not have
any or enough accessible parking. In this case, use these signs to
designate new accessible parking. Please remember that VAN
ACCESSIBLE parking must have an 8 foot access aisle.
C. 18 inch Orange Cones The orange cones are used to create access aisles
next to ADA accessible parking spaces. Access aisles are the striped area
next to accessible parking. They allow additional space for people to exit
and enter their vehicle. If your voting location does not have proper
access aisles in the accessible parking area, use the cone(s) to create
them. Place two cones to block off a parking space next to an accessible
parking space. Two accessible parking spaces may share an access aisle.
VAN ACCESSIBLE parking spaces must have an 8 foot wide access aisle.
These cones can also be used for directional and accessible entrance
signs.
D. Voter Entrance & Directional Arrow Signs Place the sign that reads Voter
Entrance in front of the accessible entrance of your voting location (which
is almost always the main entrance). Place sign(s) with directional arrows
on pathways near entrance(s) that are not accessible (non-accessible
entrances may have stairs, illegal or steep ramps, no curb-cut to sidewalk,
etc.). The directional arrow signs are meant to direct voters to the
accessible entrance.
E. Threshold Ramps If the threshold on a door frame exceeds 1/4” for a
non-beveled edge or exceeds 1/2”, a threshold ramp is necessary.
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ACCESSIBILITY REMINDERS
F. Door Knob Grippers Cover round door knobs with this gripper/lever to
ensure all voters are able to access the entrance. Voters should be able
to open doors with a closed fist.

Reminder
It is important to identify other accessibility issues at your
voting location, such as:
• Interior doors should be propped open while voting
takes place to increase accessibility
•

Thumb-latch door handles should be disengaged
by management before voting begins

•

Protruding objects should be removed from the
pathways to voting or an object placed under them. This means objects that are not within
27 inches off the floor or higher than 80 inches, or less than 4 inches from the wall must be
made cane-detectable by placing an object beneath it.

Accessible Parking Guide
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ACCESS AISLES

HOW TO MAKE ACCESS AISLES FOR
VAN ACCESS/ACCESSIBLE PARKING SPACES
•

Accessible parking spaces must be located on the shortest accessible route of travel to an
accessible entrance

•

Accessible parking spaces and access aisles must be level with surface slope
not exceeding 1:48 (2%) in all directions

•

Accessible parking spaces must be at least 8 feet wide

•

Two parking spaces may share an access aisle.

This is an existing access
aisle. Some locations will
have the striped lines for a
5’ access aisle but not for
the 8’ Van Accessible.

Place an
International
Symbol of
Accessibility parking
sign in front of
designated spaces

One or more orange cone(s)
can be used to block off an
access aisle when none are
provided. Please leave at least
32” of clearance to
ensure wheelchair access.
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Create an access aisle
between two accessible
parking spaces to
accommodate both spaces.
Remember to leave 32” of
clear distance to ensure
wheelchair access.
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ASSISTING A VOTER WITH A DISABILITY
Assisting a Voter with a Disability
As a PEO, it is your duty to work with and accommodate
voters who have disabilities to find the most suitable
method for them to cast a ballot. No person should be
denied the right to vote because of mobility, vision, speech,
cognitive, intellectual, or hearing impairments.
Accommodating people with disabilities is mostly a matter
of clear communication and common sense. Be prepared
to provide assistance to a voter with a disability when they
need it.
Persons Assisting Voters
A voter may ask for assistance in marking the ballot because of blindness, disability or illiteracy.
Voters who require assistance may have a person of their choice or two PEOs—each from a
different political party—assist them.
The voter may choose anyone they want to provide assistance other than the voter’s employer,
an agent of the voter’s employer, an officer or agent of the voter’s union, or any candidate whose
name appears on the ballot. (R.C. 3505.24)

Attorney-in-Fact
A voter may designate an attorney-in-fact to provide assistance. Voters who have appointed an
attorney-in-fact by filing either Form 10-F or Form 10-G with the Board of Elections prior to
Election Day will have the words “ATTY FACT” displayed in the EPB.

An attorney-in-fact is a person who is eligible to sign all election-related documents on behalf of a
voter at the voter’s direction, and in their presence. (R.C. 3501.382 (B)(2)) The attorney-in-fact
designation is specific to Ohio election law and not a general power of attorney.
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CURBSIDE VOTING
Curbside voting is the process followed when a person who is physically unable to enter a voting
location sends another person into the location to inform PEOs of their desire to vote.
When PEOs are made aware of the name of a voter who is outside of the location but is physically
unable to enter, complete the steps listed on the Curbside Voter Worksheet.
•

List the Election Date

•

Print the voter's stated name and address on the lines provided.

•

Two officials of opposite party from the Voter Assistance Table should be dispatched to
assist the voter who needs to vote from a vehicle. If two officials of opposite party are
not available, two officials of opposite party from the check-in tables should assist the
voter and complete the remaining steps.

•

Ask the voter to provide a valid form of identification and indicate the type of
identification that was provided using the checkboxes.

•

Instruct the voter to sign below for comparison and, if it is a primary election, list the
requested partisan or non-partisan ballot.

•

Return to the voting location to compare the above information. Locate the voter's
record in the EPB. Verify the voter’s stated information significantly conforms to what is
listed. If necessary, complete the voter update process on behalf of the voter. If the
voter's record cannot be found, complete the Voter Not Found process and add the
voter's information into the EPB.

•

Process the voter using the EPB as you would if the voter were actually present. When
issuing the ballot, in lieu of a signature, simply record "Curbside Voter" into the voter's
signature box. Scan the ballot barcode into the EPB. If the Voter Eligibility screen
indicates that the voter is in the wrong location, complete the voter redirect process as
well as print a set of turn-by-turn directions for the voter. If the curbside voter insists on
voting in the wrong location, process this voter as a Manual Provisional.

•

Provide the voter with their ballot along with a secrecy sleeve or, in the case of a
provisional voter, their ballot along with a blank provisional envelope, which must be
completed in its entirety, and Form 12-H, Provisional Ballot Notice.

•

When the voter has marked their ballot and, for provisional voters, completed all
required sections of the provisional envelope, the two election officials of opposite
parties should return the ballot to the voting location. For regular voters, scan the ballot
into any available M100. For provisional voters, return the ballot, sealed within the
voter's completed provisional envelope, to the Voter Assistance Table.

•

Place this worksheet into the Important Election Day Envelope.
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CURBSIDE VOTER WORKSHEET
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AUTOMARK
ALL PEOs need to know how to use the AutoMARK so they can assist voters and answer questions.
Be sure the AutoMARK is correctly set up at your voting location — this is not the sole
responsibility of the Voting Location Manager.
How to Use the AutoMARK
1. Ask the voter how they would like to use the machine; there are three ways to interact with the
AutoMARK: Touch Screen, Keypad (including Braille), and Sip-N-Puff.
2. Issue a ballot as usual and ask the voter to remove the stub from the ballot, assisting them upon
request. Insert the unmarked ballot, with the stub removed, into the ballot feed tray in any
orientation. The voter may use the buttons located on the bottom of the touch screen to access
display options and navigate the ballot:
NEXT & BACK:
Select this to
proceed to the
NEXT contest or
go BACK to the
previous contest.

ZOOM IN/ OUT:
This will change the size of
the display font. Please
note that longer contest
may extend off the screen
when displayed in large
font. Use MORE to navigate
up and down the screen.

HIGH CONTRAST:
Use this to display
between the normal full
color view and a high
contrast black & white
view (white text on
black background).

3. The voter can press NEXT to vote the ballot using the touch screen (only).
4. The voter selects a candidate or contest by touching the oval/arrow (or anywhere on the line).
The voter’s selection will be highlighted in yellow, and the oval/arrow will be filled.
5. In a “multiple vote for” contest, if a voter makes more choices than the race permits, a
message will be displayed indicating an over-vote. To change a selection, the voter must
de-select one of their choices and then make the new selection.
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AUTOMARK
6. If a voter does not meet the minimum number of selections per contest, an under-vote
message is displayed. Instruct the voter to either return to the contest and make additional
selections, or continue to the next contest without making further selections.
7. When the voter has finished their ballot, the “Summary of Selections” screen will display the
voter’s selections. Under-voted contests will be displayed in RED. To revisit a contest the
voter can touch the contest name and it will be displayed. After the voter has made changes,
instruct them to press the NEXT button to return to the “Summary” screen.
8. When the voter is finished reviewing the ballot they should press NEXT to continue.
9. When the ballot is ready to be marked, press the MARK BALLOT button.
10. The voter must remove their ballot from the AutoMARK and insert it into the M100 scanner.
Repeat steps for a two page ballot.
Using the Keypad of the AutoMARK
The keypad is often utilized by the visually impaired. Headphones can be used to hear ballot
instructions and prompts.
1. Issue a ballot as usual. Insert the unmarked ballot, with the stub removed, into the ballot feed
tray in any orientation.
2. The ballot will be identified and the voting instructions will be audible. Explain the use of the
keypad to the voter. If a voter over-votes with the keypad, the machine will instruct them to
de-select a previous choice before making a new choice. If the voter chooses to make NO
selections in a contest, an under-vote alert will instruct them to return to the contest or
continue voting without making a selection.
3. If the voter wishes to write in a candidate name, they should select the “Write-in” option on the
contest screen.
•

The machine will read letters of the alphabet and the voter will need to spell their
write-in choice using the “Up” and “Down” buttons to scroll to each letter and “Select”
to confirm their choices.

•

To complete the write-in, the voter must press the “Forward” button, at which time the
write-in will be spoken to the voter. Pressing the “Forward” button again will proceed to
the next contest.

4. After all races are voted, the “Summary of Selections” will show the voter their selections. Use
the “Forward” button to continue. When the voter is ready to have their ballot marked, instruct
the voter to press the “Select” key.
5. After their ballot is marked, the ballot is inserted into the M100 or placed into a provisional
ballot envelope. Repeat steps for two page ballot.
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AUTOMARK
Scroll up
Screen (On/Off)
Forward/Next
Repeat (Audio)

Back

Tempo (Audio Speed)
- Decrease
+ Increase

Select
Scroll Down

Volume
- Decrease
+ Increase

Scroll Up/Scroll Down

Screen (On/Off)

Voter can use this to scroll through the choices
of a contest.

Turn the screen on and off by pressing this
button. Voters who are visually impaired and
are using the headphones may prefer the screen
to be OFF to ensure voting privacy, otherwise
the screen will reveal the voter’s choices to
passersby.

Forward/Next
Voter can use this to scroll through the contests
on the ballot.
Select
Use this button to confirm a candidate or issue
selection. If the voter makes a selection and
then changes their mind, they can use the
select button to select a new choice. The new
selection will automatically override the
previous selection except in the case of
over-votes.

Repeat (Audio)
Press this button to repeat the last phrase
spoken.
Tempo (Audio Speed)
This key will adjust the speed that the
synthesized voice reads text. Each time the
tempo button is pressed, the phrase will be
repeated at the newly selected speed.

How to Vote Using the Sip-N-Puff:
1. Sip-N-Puff refers to the interface device commonly used by persons with disabilities, generally
in a wheelchair, using their mouth on a straw to send inputs to the AutoMARK. The AutoMARK
has a port located on the front of the terminal that a Sip-N-Puff (an ADA device) can be plugged
into. The voter will supply this device.
2. The voter will puff or sip on the straw to indicate “yes” or “no.” For example, if the contest
screen has two candidates, the voter will select “Yes” when they arrive at the screen to indicate
they want to vote in this race. (“No” would skip the race.)
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3. If the voter chooses to vote in the contest, the first choice on the contest will be highlighted in
yellow. The voter can puff or sip “Yes” or “No” to select this candidate. If they choose “Yes,”
they will continue to the next candidate (they must choose “No” to this candidate if they wish
to select the previous candidate).
4. After the voter completes a contest, the NEXT button will be highlighted and the voter will need
to indicate “Yes” to proceed.
 If the voter indicates “No” while the Next button is highlighted, the highlight will

move along the menu bar through Zoom, Exit, High Contrast, and Previous.
To print a Write-In Candidate on your ballot
1. Under the Contest screen, select Write-In. In order to close the write-in screen without
entering a candidate and return to the contest screen, press the Cancel button or the LEFT
Arrow on the Keypad
2. Under the Write-In pop-up screen, use your touch screen monitor to type the name of your
write-in. If using your Keypad, use the UP and DOWN arrows to hear each letter read. After
you hear the letter you want, press SELECT.
3. Confirm your write-in on the top of the write-in screen. Press OK or, if using the keypad, press
the RIGHT arrow key to accept your write-in and return to the previous screen.
Verifying a Marked Ballot
The AutoMARK allows the voter to insert their marked ballot into the ballot feed tray and verify the
vote. No changes can be made from this verification step and the voter will only be able to view
and hear the summary screen. If the voter needs to make changes, they will need a new ballot to
begin the voting process again.
To verify a ballot:
1. Insert the marked ballot into the ballot feed tray.
2. A screen will appear and instructions are read regarding how to verify the votes.
3. Press Forward or NEXT to continue to the “Verification Summary” screen.
4. Review the selections that are marked on your ballot.
5. When done, press Forward or NEXT.
6. When instructed to do so, remove your ballot from the ballot feed tray.
7. Submit the marked ballot to the M100 scanner or place into a provisional ballot envelope.
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VOTER IDENTIFICATION
PHOTO IDENTIFICATION
There are several types of Valid ID that permit a person to vote a regular ballot if they are in the
correct voting location.
Photo ID: Any document issued by the U.S. Government or the State of Ohio that meet ALL the
following criteria is an acceptable photo identification:
• An expiration date that has not passed
• A photograph of the voter
• The voter’s name, which must substantially conform to the voter’s name as it appears
in the EPB
• The voter’s current address, which must substantially conform to the voter’s address
as it appears in the EPB UNLESS the ID is an Ohio Driver License or State ID card
• An UNEXPIRED Ohio Driver License or an Ohio state identification card with an
old address is ACCEPTABLE. The identification is still valid if there is no address
at all.

NOTE: Each of the forms of Ohio Driver Licenses and identification cards issued by the
BMV qualify as photo identification for voting purposes in Ohio. The difference
between federally compliant, indicated by as star in the upper right-hand corner, or
standard documentation is not relevant to the conduct of elections.

NOTE: A hole-punched, unexpired Ohio Driver License or state identification
card in the old format is also a valid form of identification for voting purposes.
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CHANGES TO OHIO DRIVER LICENSE
Changes to the Ohio Driver License and State ID Cards
On July 2, 2018, the Ohio Bureau of Motor
Vehicles issued a new format of Ohio’s
driver’s licenses and state identification
cards (state ID). Licenses and
identification cards will no longer be
produced at the Deputy Registrar offices
statewide. A temporary identification
document (Ohio Interim Documentation,
see sample) will be provided to an
individual at a Deputy Registrar location,
and the new driver’s license or state ID
will be mailed to an individual about
10 days later.
An Ohio Interim Documentation that
displays an expiration date that has not
passed is a valid form of identification for
voting purposes.

Military ID: Valid military identification cards or copies of such cards must be accepted whether or
not they contain a name or address. However, this form of ID must still allow a PEO to determine
that it is the military ID card of the person who is presenting it for the purpose of voting.
There are three types of military identification issued by the U.S. Department of Defense that
are acceptable for voting in Ohio:
•
•
•
•
•
•
•

Common Access Card (“CAC”)
Uniformed Services ID Card
DD Form 2
DD Form 1173
DD Form 1173-1
DD Form 2765
DoD Civilian Retiree Card
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VOTER IDENTIFICATION
OTHER DOCUMENT TYPES
Utility Bill
• A bill is a statement of fees owed and/or
paid for services.
• Utilities include, but are not limited to water,
sewer, electric, heating, cable, Internet,
telephone and cell phone services.

Paycheck
• A paycheck includes, but is not limited to, a
paycheck, check stub or receipt provided for
the direct deposit of wages or earnings from
any public or private employer, bearing the
name and current address of the voter.

Bank Statement
• A bank statement includes, but is not limited
to, a statement from any financial or
brokerage institution.

Other Government Document
• Other government documents are acceptable
forms of voter identification. A government
document is issued by a government office,
which includes any local (city, county, townGovernment Check
ship or village), state or federal government
• A government check includes, but is not
office, branch, agency, department, division,
limited to, a paycheck, check stub or receipt
board, commission, public college or
provided for direct deposit of funds, including
university or public community college,
a printout of an electronically transmitted
whether or not in Ohio. Examples of
statement, issued by any level of government
government documents include, but are not
in Ohio, or for any other state, or the U.S.
limited to, letters, tax bills, licenses, notices,
Government.
court papers, grade reports and transcripts.

NOTE: A voter may NOT use an electronic device (e.g., cell phone) to show a form of identification.
The document listed above:
• Must contain correct name and current address of the voter.
• May be a printout of an electronically transmitted document or a regular paper copy.
• The name and address on the document must conform to the voter’s information as it appears
in the EPB.
• The document must be unexpired or current within one year of the Election Day for which the
voter is presenting it.
NOTE: Pictured below are two forms of identification under “Other Government Documents”
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VOTER IDENTIFICATION
PROHIBITED IDENTIFICATION
Ohio Law PROHIBITS the following forms of ID to be accepted by PEOs
• Driver License or photo identification card
• Any registration acknowledgment notice from
issued by a state other than Ohio
the Summit County Board of Elections
•

Birth Certificate, unless voter still lives at the
house where they resided at birth, and the
birth certificate contains that home address,
in which case this is acceptable as an other
government document

•

Social Security card (because it lacks an
address)

•

Passport (because it lacks an address)

•

Insurance card

If a voter does not have a proper form of ID
they must vote a Provisional Ballot
If a voter does not have, or does not want to provide, a proper form of ID, they must vote using a
Provisional Ballot. The voter may provide the last four digits of their Social Security Number in
writing on the envelope. The voter does not have to show the PEO their actual card.
If a voter has no Social Security Number, or has one but cannot or will not provide the number
to complete the Provisional Ballot Envelope
PEO must complete Form 12-H
The PEO must give the voter a written notice Form No. 12-H (Provisional Ballot Notice) that the
ballot will not be counted unless the voter appears at the Summit County Board of Elections
within 7 days after the election and provides the required information.
If a voter refuses to complete any forms they may cast a provisional ballot, however, the PEO
must, if possible, record the voter’s name, address, and ballot information into the EPB, note the
voter’s refusal in the memo sheets and include that information with the ballot when transmitting
it to the Summit County Board of Elections. PEOs must also give the voter a written notice,
(Form No. 12-H), that the ballot will not be counted unless the voter appears at the Summit
County Board of Elections within 7 days after the election and provides the required
identification.
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PROCESSING VOTERS
DRIVER LICENSE SCAN
Conduct a Voter Search
Ask the voter to provide their name and a valid form of identification. The type of identification
provided will determine how you will find the voter in the EPB, which is either a Driver License Scan
or a Manual Search.
Driver License Scan
To scan a voter’s Ohio Driver License or Identification
Card, hold the voter’s Ohio Driver License or
Identification Card over the SCAN HERE label on the
back-left of the tablet stand. Use the barcode preview
window on the tablet to help position the ID card so
that the entire barcode is visible to the camera.
The barcode will automatically be captured after it is
properly aligned and the voter’s information will be
displayed. If the barcode will not scan, press cancel and
then perform a Manual Voter Search. If no voter can be
found by barcode scan, use the Manual Search option,
located on the bottom of the screen.
NOTE: For voters who may have a hyphenated last name, if the voter’s information is not
found, try searching for this voter using the first few letters of the second portion of
their last name. Example: Search again using SMITH for JOHNSON-SMITH.

Manual Voter Search
To use the Manual Voter Search option, first verify the identification that the voter provides is valid.
See Voter Identification Chapter for more information. Select which type of ID was provided and
press CONTINUE.
There are three main search options:
1. voter last name and house number
2. last name and birth year
3. last and first name
Always start with the first search option: last name
and house number.
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PROCESSING VOTERS
MANUAL VOTER SEARCH
Enter the voter’s information into the displayed fields. When entering the voter’s name, enter only
the first few letters. Press SEARCH to continue.

The voter’s information will then be displayed, or if the search criteria finds multiple voters, tap to
highlight the correct voter’s information, then press CONTINUE.

If the correct voter’s information is not found or if no voters are found for the location, select the
“Not in this Location” tab at the top of the search page to view any voters who are registered in
precincts which vote outside of your voting location. If the correct voter is still not found or if no
voters are found, retry your search using one of the other search options. If the voter cannot be
found after all search options are exhausted, direct this person to the Voter Assistance Table. See
the Special Circumstances Chapter for more information.
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PROCESSING VOTERS
VOTER ELIGIBILITY
Voter Eligibility and Standard Check-in
When you found the correct voter, you will arrive
at the Voter Eligibility screen.
Ask the voter state their current name and address
then verify that the information matches or
significantly conforms to what is listed on the EPB.
Next, verify the identification matches or
significantly conforms to what is listed. See the
Voter Identification Chapter for more information.
After the voter’s information is verified as correct
and current, and the voter is listed as being eligible
to vote, press GET VOTER SIGNATURE (or SELECT
BALLOT for partisan primary elections).
See the Special Circumstance Chapter for more information regarding any flags the voter may
have. If the voter’s name or address listed on the EPB needs to be updated or if the voter is listed
as NOT being eligible to vote a regular ballot, direct this person to the Voter Assistance Table.
Primary Elections Only
During partisan Primary Elections, voters determine who will be nominated as candidates
for political parties to compete for particular offices at the general election. Under Ohio
law, voters affiliate with a political party by voting in that political party’s primary election.
If a voter does not want to affiliate with a political party, the voter may cast an issues-only
ballot, if any issues are on the ballot in the voter’s precinct.
Voters must select which type of ballot they would like to vote. Flip the screen toward the
voter so they can review and select which type of ballot they would like to vote.
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PROCESSING VOTERS
ACQUIRE SIGNATURE AND ISSUE A BALLOT
Acquire Signature
Tilt the screen toward the voter so that the voter may sign
for their ballot. Flip the screen back toward you and verify
that the voter’s signature matches the signature on file.
Be reasonable with your comparison. Understand that
differences may occur when using a non-paper surface
and stylus so the voter’s signature on Election Day may
differ from the signature on file.
Select ISSUE BALLOT. A Ballot Slip will then print. Press
CONTINUE to proceed.
Issue a Ballot
Hand the Ballot Slip to the Ballot PEO to retrieve the
correct ballot style from the ballot table.
Scan the voter’s ballot by holding the ballot with attached
stub over the SCAN HERE label on the back-left of the tablet stand. A beep sound will indicate that
the barcode has been captured and, if the ballot style is correct, assigned to the voter.
The Processing Complete screen will then appear, informing
you that this voter is successfully checked in.
If the ballot style is incorrect, a message will be displayed in
red toward the bottom the screen. Find the correct ballot
style and try again. If the ballot will not scan after multiple
attempts, void the ballot and retrieve another ballot of the
same style. See the Special Circumstance for instructions on
how to void a ballot.
Hand the voter their ballot along with a secrecy sleeve.
After the voter has marked their ballot, direct them to a
voting stall and feed the ballot into any available M100.
NOTE: If a voter’s signature has evolved over time, give the voter
Form 260 Authorization to Update Signature. For more questionable situations, use the
SIGNATURE MISMATCH button to require the voter to cast a Provisional Ballot.
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PROCESSING VOTERS
BALLOT PEO & RETURN BALLOT PEO TASKS
Ballot PEO
After the Ballot Slip prints, use this slip to locate the correct ballot style listed. All ballot styles for
the available precincts will be centrally located at the ballot table. After the ballot is scanned using
the EPB and issued to the voter, place the ballot slip into the Ballot Slip envelope.
Ensure all regular voters receive their ballot along with a secrecy sleeve. Do not give provisional
voters a secrecy sleeve. Provisional Ballots will be sealed inside a provisional envelope and are not
to be inserted into the M100. Provisional voters will be noted on the Ballot Slip.
Call the Board of Elections when you reach the Ballot Warning Page on any ballot pad. This means
you have used 70% of this ballot style and may need more delivered to the voting location.
Precincts with a 2 -Sheet Ballot
Some precincts may have a two sheet ballot. In this case, the first sheet consists of pages 1
and 2 (front and back) and the second sheet consists of pages 3 and 4 (front and back). In
these precincts, a complete ballot is two sheets with matching stub numbers.
When issuing a voter their ballot, ALWAYS PULL BOTH SHEETS (pages 1-4) from the correct
ballot pad. Only the first sheet of a complete ballot will contain the ballot barcode for
scanning with the EPB.
Return Ballot PEO
Voters may use any available M100 to scan their ballot. Instruct the voter to carefully remove the
stub along the perforation, pull their ballot out of the top of the secrecy sleeve, and feed the ballot
into the M100 to be tabulated. After the ballot is accepted and the voter sees a confirmation on
the M100 screen, then ask the voter to drop their ballot
stub into the stub can.
Ensure that all regular ballots are inserted into the M100.
The Return Ballot PEO must ensure that NO Provisional
Ballots are fed into the M100. Provisional Ballots must be
returned to the PEO at the Voter Assistance Table.
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PROCESSING VOTERS
TYPES OF BALLOTS
Regular Ballots
If a voter meets ALL of the following criteria, the voter is to be provided a regular ballot
•

The voter’s name and address are correctly listed in the EPB, or if the voter has moved without
updating their registration and, their new address is within the same precinct

•

The voter provides valid ID

•

If the voter has had a name change, and they have provided proof of the name change and
completed a Form No. 10-L
Note: If a voter has moved within the precinct, they should complete a new
Voter Registration Form in order to change their address in the county’s voter files.

Provisional Ballots
If a voter meets ONE or MORE of the following criteria, the voter is to be provided a
provisional ballot
•

The voter’s name is not found in the EPB or Register of Voters

•

The voter does not or is unable to provide proper or valid ID

•

The voter has moved from one Ohio precinct to another without updating their voter
registration by the registration deadline (30 days prior to the election)

•

The voter has changed their name and does not provide proof of the legal name change

•

The voter was marked (flagged) that they were challenged before the election, a hearing was
held, and the challenge was found by the Board of Elections to have merit

•

The voter is marked (flagged) absentee or provisional in the EPB, which indicates the voter
may have already received a ballot before Election Day

•

The voter is marked (flagged) “Returned 10-J” in the EPB because a Notice of Registration
(Acknowledgement Notice Form 10-J) sent to the voter was returned as undeliverable

•

The voter is marked (flagged) that they were challenged before the election, and the hearing
was postponed until after the day of the election
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PROCESSING VOTERS
TIME LIMITS, WRITE-IN CANDIDATES & SPLIT PRECINCTS
Time Limits
If all voting stalls are in use and there is a
line to vote, then a time limit is enforced.
•

•

The time limit for a voter to occupy a voting
stall is 10 minutes. However, a voter
should be given a reasonable amount of
time to mark and check their ballot. The
10 minute time limit does not apply to any
voter requiring the use of a AutoMARK.
If a voter is taking more than 10 minutes in
the voting booth, two PEOs of different
political parties may inquire, in a polite and
professional manner, if the voter requires
assistance.

Write-In Candidates
• The Board of Elections will provide each
voting location with a list of names of
candidates and offices that are officially
eligible as write-in candidates.
•

These candidates’ names do not appear on
the ballot but voters may write in names
from this list if they choose.

•

This list is not to be posted, but it must be
shown to voters who request to see it.

NOTE: This example of a split precinct
shows three districts in one precinct.

Split Precincts
Split precincts occur when two or more district boundaries cross through one precinct,
such as
Congressional
County Council
Local School Districts
State Representative

Split precincts can be
identify by the color on
the ballot, yellow, blue
purple or orange. Split
precincts will receive
separate ballot packs for
each page of each split.

52

53

Special Circumstances

Special Circumstances
Voter Not Found

65

Voter Updates

66

Void a Ballot

68

Two-Sheet Ballot

69

EPB Flags & Special Designations

70

17-Year Old Voter in Primary Election

74

Redirect a Voter

75

Challenge a Voter

76

64

SPECIAL CIRCUMSTANCES
VOTER NOT FOUND
The majority of voters will be processed using a regular ballot, though you may come across
voters who cannot be processed using the standard
methods. We have procedures for these voters and you
must be prepared to use these when necessary.
Voter Not Found
In the event that a voter cannot be found in the EPB, direct
this person to the Voter Assistance Table, where they may
be offered a Provisional Ballot, directed to the correct voting
location, or instructed to contact the Board of Elections.
Voter Assistance Check-in
Repeat a Manual Voter Search for the voter’s record. After
search options on page 46 are conducted, press VOTER NOT
FOUND, located either on the Find Voter search window or
from the Home screen, under the Home Menu.
You will then arrive at the Voter Update screen. From here,
enter the requested voter’s information. When entering
the voter’s address, enter the house number and street
name (leave off ST., RD., BLVD., etc.) and press SEARCH to
continue.
A list of addresses that correspond to the entered
information will appear. Select the voter’s correct address
and press CONTINUE. If the Voter’s address cannot be found,
contact the Board of Elections for further instructions.
Tilt the screen toward the voter and select CONTINUE to
confirm the information. After the information is confirmed,
the Voter Eligibility screen appears.

NOTE: W. Portage and West Portage
are both acceptable.

If the voter is flagged as Wrong Location, see the Special
Designations section of this chapter for how to redirect this
voter, otherwise, press PROCESS PROVISIONAL to continue.
See the Processing Provisional Voters Chapter for more
information.
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SPECIAL CIRCUMSTANCES
VOTER UPDATES
Voter Updates
A voter is required to update their information in the event that their record is no longer current.
When updating a voter’s record use the following
procedures:
Standard Check-in
After determining that a voter’s record needs to be
updated, from the Voter Eligibility screen, press MORE
OPTIONS and then select Update Voter Info. A
Voter Referral Slip will print. Hand this slip to the voter
and direct them to the Voter Assistance Table.
NOTE: The Update Voter Info button is located to the
right of MORE OPTIONS for out-of-precinct voters.

Voter Assistance Table
If needed, conduct a voter search to locate the voter’s record. From the Voter Eligibility screen,
press MORE OPTIONS followed by Update Voter Info.
From the Voter Update Screen, press the EDIT button
next to the voter’s information to be updated.
When updating a voter’s address, enter the new house
number and street name (leave off ST., RD., BLVD., etc.)
and press SEARCH to continue.
A list of addresses that correspond to the entered
information will appear. Select the voter’s correct
address and press CONTINUE. If the voter’s address
cannot be found, contact the Board of Elections for
further instructions.

NOTE: W. Portage and West Portage
are both acceptable.
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SPECIAL CIRCUMSTANCES
UPDATE VOTER NAME
When updating the voter’s name, enter the voter’s
updated information into the appropriate fields.
A prompt will appear, asking what form of documentation
was shown by the voter providing proof of a legal name
change. Such documentation (e.g., court order or
marriage license) must contain former and current name.
Select the type of documentation shown, if any, or if no
such proof was provided, select none, and then touch
CONTINUE.
A voter with a name change who resides in the same
precinct that they are registered to vote in may be
eligible to vote a regular ballot if they can provide
documentation and complete Form No. 10-L. This form
will print automatically after the voter signs for their
ballot. If a voter refuses to complete this form, they must vote a Provisional Ballot.
Place completed Form No. 10-L in the Important Election Day Envelope.
Tilt the screen toward the voter and select CONTINUE to confirm the information. After the
information is confirmed, the Voter Eligibility screen appears.
Continue to process this voter based upon the voter eligibility status or any flags displayed at the
Voter Eligibility screen. See the Process Voter Chapter or Special Designations in the EPB section of
this chapter for more information.
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SPECIAL CIRCUMSTANCES
VOID A BALLOT
Void a Ballot
• If a voter tears, soils, defaces, erroneously marks a ballot, or for any other reason permitted by
law, the voter may return it to the PEO and another ballot may be issued to the voter. In no
case may more than three ballots be issued to a voter.
• If you void a ballot for administrative reasons, such as ballots rendered useless due to damage
caused by a PEO or by a voting machine, do not count against a voter.
• When receiving a returned torn, soiled, defaced, or erroneously marked ballot, write VOID on
the front and back of the ballot and place it into the GREEN ENVELOPE labeled “VOID Ballots.”
NOTE: NEVER SCAN A VOIDED BALLOT!
If the ballot is inserted into the M100,
the voter shall NOT receive another ballot.

NOTE: If the ballot is voided after the
stub was detached at the M100,
DO NOT RETRIEVE THE STUB FROM THE CAN!

Return Ballot PEO
Direct the voter back to any available Check-in Table with
their ballot.
Standard Check-in or Voter Assistance Table Check-in
Void the original, un-scanned ballot page by writing VOID on
the ballot page and stub and put it into the GREEN ENVELOPE
labeled “VOID Ballots.”
On the EPB, from the Home screen, press the Home Menu
and then select VOID BALLOT. Enter into the search field the
last name of the voter whose ballot you are attempting to
void, then press SEARCH. Locate the voter’s name, tap to
highlight the voter’s information and press VOID. MAKE SURE
YOU HAVE THE CORRECT PERSON BEFORE YOU VOID THE
BALLOT.
The Void Ballot prompt will appear. Select a reason to void
the ballot and whether a replacement will be issued. Press
CONTINUE.
If issued a replacement, the voter must sign for their new
ballot and the new ballot must be assigned to the voter by
stub barcode scan. See Process Voters Chapter for more
information on issuing ballots.
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SPECIAL CIRCUMSTANCES
TWO-SHEET BALLOT
Precincts with a 2-Sheet Ballot
Whenever possible, always void and replace the complete ballot sheet set, even if one sheet
contains no errors or faults.
Voiding Only 1 Sheet of a 2-Sheet Set Ballot
One sheet of a voter's ballot may have already been fed and accepted into the M100. In such
cases, PEOs would pull the next, complete set of ballot sheets from the correct ballot pad.
Follow the proper steps to void and replace a ballot using the EPB. Immediately write “VOID”
on the ballot sheet from the new, yet-to-be-issued set which corresponds to the ballot sheet
already accepted by the M100. Give the voter only the ballot sheet which matches the sheet
returned for replacement. Place the voter's voided returned ballot along with the voided sheet
from the replacement ballot into the VOID Ballot envelope.
Incomplete Sheet Sets Inserted into M100 With No Replacement Issued
In rare cases, a voter may not want a replacement ballot for one-sheet of a two-sheet
ballot, the other sheet of which was fed into and accepted by the M100. In such cases,
inform the voter that they cannot be reissued a replacement ballot at a later time. DO NOT
complete the void ballot process using the EPB. Void the voter's returned ballot sheet by
writing VOID on the ballot pages and stub (if still attached) and place the ballot sheet into the
GREEN ENVELOPE labeled "VOID Ballots."
Incomplete ballot sheet sets fed into the M100 may result in Ballot Accounting errors
during reconciliation when completing the Closing the Polls checklist. Be sure to use the
Memo Sheet to document all cases of void ballots and instances where a voter is not
issued a replacement ballot and only one sheet of a 2-sheet ballot is fed into the M100.
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SPECIAL CIRCUMSTANCES
EPB FLAGS AND SPECIAL DESIGNATIONS
Special Designations in the EPB
On Election Day, you may come across a number of special designations or voter flags displayed
on the Voter Eligibility screen. Please be aware of what these notations mean as voters may
display multiple designations or flags. These designation or flags include:

Returned 10-J
This designation appears when a Notice of Registration (Acknowledgement Notice 10-J) mailed to
a voter is returned to the Board of Elections as undeliverable. Voters flagged Returned 10-J must
vote a Provisional Ballot.
Standard Check-in
Press REFER VOTER. A Voter Referral Slip will print. Hand this slip to the voter and direct
him or her to the Voter Assistance Table where they may be issued a Provisional Ballot.
Voter Assistance Table Check-in
A voter with this notation and who is at the correct voting location must be issued a
Provisional Ballot. See the Processing Provisional Chapter for more information.

70

SPECIAL CIRCUMSTANCES
ABSENTEE BALLOT FLAG
During the Monday Night Meeting or Election Day morning, the EPB will automatically download
Absentee Supplemental update files through the MiFi wireless internet. This update will flag any
voters who requested an absentee ballot prior to Election Day.

Absentee Ballot Requested
Voters who requested and were possibly mailed an absentee ballot prior to Election Day will be
flagged in the EPB as “Absentee Ballot Requested” on the Voter Eligibility screen. If the EPB displays
this flag they must be given a provisional ballot.

Standard Check-in
Press REFER VOTER. A Voter Referral Slip will print. Hand this slip to the voter and direct
him or her to the Voter Assistance Table where the voter may be issued a Provisional Ballot.
Voter Assistance Table Check-in
Voters with this notation who are at the correct voting location must be issued a
Provisional Ballot. See the Processing Provisional Chapter for more information.

Note: Absentee ballots CANNOT be accepted at the
voting location on Election Day. The voter must return it to the
Summit County Board of Elections before 7:30 p.m. on Election Day.
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SPECIAL CIRCUMSTANCES
NAME & ADDRESS CHANGES

Name Change
A voter with the notation “Name Change” who resides in the same precinct in which they are
registered to vote, and who is in the correct voting location may be eligible to vote a regular ballot
only if they can provide documentation of such name change and complete Form No. 10-L. This
form will print automatically, after the voter has signed for their ballot.

Name Change with No Documentation
A voter who refuses to complete Form No. 10-L or who cannot provide documentation of a legal
name change must vote a Provisional Ballot. See the Processing Provisional Chapter for
information.

Moved Out of Precinct
Voters with this notation have updated their address out of the precinct in which they were
registered and into a precinct which votes at the current voting location. Such voters must be
issued a Provisional Ballot. See the Processing Provisional Chapter for more information.

Moved within Precinct
Voters with this notation have updated their address to a new address within the same precinct in
which they are registered. Such voters may vote a regular ballot after they have completed a new
voter registration card. Place the voter’s new registration card inside of the Important Election Day
envelope.

ATTY FACT
See the Voter Assistance Chapter for more information.
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SPECIAL CIRCUMSTANCES
WRONG LOCATION

Wrong Location
A voter with the flag Wrong Location is registered or has indicated that their new current address
falls within a precinct which votes in a location outside of the current voting place. To process
this voter, there are number of options available: the voter may be redirected to the correct
voting location; the voter may update their information, in the event that the information
displayed is no longer current; or if the voter demands to vote in the wrong location, issue such
voter a Manual Provisional.
Standard Check-in or Voter Assistance Table Check-in
• Ask the voter their current name and address and verify this information significantly conforms
to what is listed on the EPB.
•

If it is determined that the voter’s information is no longer current and is in need of an update,
see the Voter Updates section of this chapter.

•

If the voter’s record is current or has already been updated, redirect this person to the correct
voting location. See the next section, Redirecting a Voter, for more information.

•

If a voter insists on voting in the wrong location, direct this person to the Voter Assistance
Table, or if the voter is already at the Voter Assistance Table, issue this person a Manual
Provisional. See the Processing Provisional Voters Chapter for more information.
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SPECIAL CIRCUMSTANCES
17-YEAR OLD VOTER IN PRIMARY ELECTION

17- Year-Old Voter (Primary Election Only)

A 17-year-old elector, who will be 18 years of age on or before the next general election, may
vote only on the nomination of candidates in the primary election. This is because they will be
eligible to vote at the general election for the candidate(s) nominated by the primary election
for these offices.
A 17-year-old may NOT vote on:
•

County Party Central Committee persons;

•

State Party Central Committee persons; or

•

Any question or issue on the primary election ballot, such as a school tax levy, charter
amendment, or local liquor option.

Standard Check-in or Voter Assistance Table Check-in
Issue the voter the correct ballot along with an envelope labeled “17 Year-Old Voters” which is
printed with instructions on the front and back. Advise the voter they can vote ONLY for the
candidates for nomination and not for central committee candidates or on any questions or
issues on the ballot.
After the ballot is marked, ask the 17 year-old voter to place their ballot inside the envelope
(with stub still attached) and return the envelope to the Voter Assistance Table. Place the
envelope into the larger envelope labeled “17 Year-Old Voter Envelope.” Return the envelope
to the blue supply bag at the end of the night.

Note: Never scan a 17 year-old voter’s ballot into the M100!
Instruct the voter to seal their ballot inside the “17 Year-Old Voters”
envelope and return the envelope to the Voter Assistance Table.
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SPECIAL CIRCUMSTANCES
REDIRECT A VOTER
Redirect a Voter
From the Voter Eligibility screen, press MORE OPTIONS
then Re-Direct Voter. The name and address of the
voter’s correct voting location, along with a map, will
then be displayed.

Use the Rotate Screen button to flip the screen toward the
voter. Use the Envelope button to text or email the voting location information to the voter.

If a voter would like additional information, such as turn-by-turn directions to the location, press
the Expand Map button, press SHOW DIRECTIONS to view, and then press PRINT to print the
turn-by-turn directions.

Press CONTINUE to complete the transaction and
print the voter redirect slip.
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SPECIAL CIRCUMSTANCES
CHALLENGE A VOTER
Challenge a Voter
On Election Day, a voter may only be challenged by a PEO at the check-in table and for only
the following reasons
•

•

The voter is not a resident of a precinct
within the voting location

•

The voter is not a U.S. citizen

•

The voter is not of legal voting age

The voter is not a resident of Ohio

Procedure for challenging a voter for any of the reasons listed above:
• If challenged by a PEO for one of the four reasons listed above, the voter should complete Form
10-U, Affidavit Oath Examination of Person Challenged.
• If the voter completes Form 10-U, Affidavit Oath
Examination of Person Challenged and a majority of the
PEOs determine that the voter is eligible to cast a ballot,
the voter must be given a regular ballot.
• If a majority of the PEOs in the voting location are
unable to determine the person’s eligibility to cast a
ballot, the PEOs shall
provide a manual
provisional ballot to the
person.
• If the voter refuses to
complete Form 10-U, the
voter must vote a manual
provisional ballot, and the
PEO must make a note on
the Memo Sheet.
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SPECIAL CIRCUMSTANCES
CHALLENGE A VOTER
Primary Elections Only
A voter challenge is specific only to persons whose job and/or appointment is dependent upon
party affiliation.
For example: an elected official, Board of Elections Board member or other
party-appointed position in which the person represents a specific party.
If a PEO has personal knowledge that a voter is not affiliated with or a member of the political
party whose ballot they requested, the PEO may challenge the voter and ask the voter to
complete the Statement of Person Challenged as to Party Affiliation, Form No. 10-W.
Note: Personal knowledge is more than just a notation of
party affiliation in a board record such as the EPB.

Such challenges are rare.
If the challenged voter completes the Statement
of Person Challenged as to Party Affiliation (Form
No. 10-W), the voter’s choice of ballot is then added to the EPB. The voter is then given a regular
ballot for the political ballot of their choice.
If the challenged voter refuses to complete the
Statement of Person Challenged as to Party
Affiliation (Form No. 10-W), then the voter MUST
vote their choice of political party ballot
provisionally. The voter is then given a Manual
Provisional Ballot for their choice of political party.
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PROCESSING PROVISIONAL VOTERS
PROVISIONAL BALLOT DEFINED
Provisional Ballot Definition
Provisional ballots are used by voters whose identities cannot be verified by required identification
or in situations where there may be a question about a voter’s eligibility to vote on Election Day in
your voting location.
A provisional ballot is the same as a regular ballot except it is not inserted into the M100 on
Election Day. Instead, the ballot is put into a yellow provisional envelope to be held and later
reviewed by the Summit County Board of Elections’ staff. It is imperative that the yellow
provisional envelope be completed by the voter properly and entirely!
The law provides specific situations where a provisional ballot should be issued. If you determine
a voter is in the wrong voting location, but the voter insists on voting in your location, you must
allow the voter to cast a provisional ballot and you must complete Form No. 12-D (Provisional
Voter Precinct Verification Form) and attach it to the provisional ballot envelope.
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PROCESSING PROVISIONAL VOTERS
REASONS TO ISSUE A PROVISIONAL BALLOT
Reasons to Issue a Provisional Ballot Under Ohio Law
• If the voter’s name does not appear in the EPB or Register of Voters and the voter is in the
correct voting location, they MUST vote a provisional ballot.
•

If the voter’s name does not appear in the EPB or Register of Voters, and the voter is in the
wrong voting location, the voter should first be directed to their correct location. If, after the
voter is directed to the correct location, the voter demands to vote in your location, they MUST
vote a provisional ballot. Attach Form No. 12-D to the front of the provisional envelope.

•

If the voter has changed their name and did not update their registration by the deadline for that
Election and they do not provide proof with both former and current name (e.g., court order or
marriage license) and complete Form No. 10-L, then they MUST vote provisionally.

•

If the voter has changed their name and moved outside of the precinct, and did not update their
registration by the deadline for that election, they MUST vote provisionally. You must verify this
by entering the voter’s new address into the EPB. The voter’s current name will not be in the
EPB or Register of Voters.

•

If the voter has moved into a precinct that votes in your location and did not update their
registration with the Summit County Board of Elections by the deadline for that election, they
MUST vote a provisional ballot. The voter should complete the required sections of the
provisional envelope - Provisional Ballot Affirmation (Form No. 12-B).

•

If the “Absentee Ballot Sent” flag appears on the EPB, indicating that a voter requested an
absentee ballot, they MUST vote a provisional ballot.

•

If the voter has already cast a provisional ballot, they MUST vote a provisional ballot.

•

If the voter does not provide a valid ID at check-in, the voter MUST vote a provisional ballot.

•

If the voter’s signature, in the opinion of four PEOs, does not substantially conform to the signature in the Signature Poll Book, the voter MUST vote a provisional ballot.

•

If the voter’s eligibility to cast a ballot is challenged by the PEOs and the voter refuses to
complete the Affidavit-Oath-Examination of Person Challenged (Form 10-U), the voter MUST
vote a provisional ballot.

•

If the voter’s eligibility to cast a ballot is successfully challenged before the election as indicated
by a flag on the EPB, the voter MUST vote a provisional ballot.

•

If a majority of the PEOs are unable to determine the person’s eligibility to cast a ballot, the
PEOs shall provide a provisional ballot to the person.

•

If the EPB shows that a Notice Registration (Form 10-J) sent to the voter was returned as
undeliverable, the voter must show valid proof of identity, and the voter MUST vote a
provisional ballot.
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PROCESSING PROVISIONAL VOTERS
VOTER ASSISTANCE TABLE CHECK-IN
Voter Assistance Table Check-in
Conduct a voter search using either a Driver License Scan or a Manual Voter Search to locate
and/or update the voter’s record. If the voter’s record cannot be found, see the Special
Circumstances Chapter for more information.
When it is determined that this voter is required to
vote a Provisional Ballot, ask the voter to complete all
of the required sections on the front of the
provisional envelope (Form No. 12-B).
After the voter returns with the completed envelope,
ensure that all required information is present.
Press PROCESS PROVISIONAL.
For voters who are required to vote a Manual
Provisional, such as due to Voter Challenges or
insisting to vote in the wrong location, select MORE
OPTIONS, then Manual Provisional. A prompt will
appear instructing PEOs to contact the Board of Elections to determine which ballot style to issue
the voter.

Primary Elections Only
Under Ohio law, voters affiliate with a political party by voting in that political party’s
primary election. If a voter does not want to affiliate with a political party, the voter may
cast an Issues-only Ballot, if any issues are on the ballot in the voter’s precinct.
Apart from Manual Provisional voters, voters must select which type of ballot they would
like to vote. Tilt the screen toward the voter so they can review and select which type of
ballot they would like.
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PROCESSING PROVISIONAL VOTERS
ACQUIRE SIGNATURE AND ISSUE A BALLOT
Acquire Signature and Issue a Ballot
Tilt the screen toward the voter so that the voter may sign for
their ballot. Flip the stand back toward you, compare the
signatures, then select ISSUE BALLOT. A Ballot Slip will then
print. Press CONTINUE.
Form No. 12-D, Provisional Voter Precinct Verification Form
will automatically print ONLY when required. If printed,
complete and follow the instructions outlined on this form.
Attach this form to the front of the voter’s Provisional
Envelope.
Hand the Ballot Slip to the Ballot PEO who will retrieve the
correct ballot style from the ballot table.
Record the voter’s precinct, stub number (and party choice
for primary elections) on the front of the voter’s provisional
envelope.
Scan the voter’s ballot by holding the ballot with attached
stub over the SCAN HERE label on the back-left of the tablet
stand. The barcode will be captured and, if the ballot style is
correct, the ballot will be assigned to the voter. The
Processing Complete screen will then appear, informing you
that this voter has been successfully checked in.
If the ballot style is incorrect, a message will be displayed in
red toward the bottom the screen. Find the correct ballot
style and try again.
If the ballot will not scan after multiple attempts, void the ballot and retrieve another ballot of the
same style. See the Special Circumstance Chapter for instructions on how to void a ballot.
Issue the ballot along with the completed yellow provisional envelope and a Provisional Voter
Hotline Sheet (Form No. 12-H) and direct the voter to a voting booth. Instruct the voter to leave the
stub attached and seal the ballot inside the yellow provisional envelope. No other documents
should be placed in the provisional envelope other than the ballot. Instruct the voter to return their
provisional ballot to the Voter Assistance Table.
Place the voter’s sealed envelope inside the corresponding precinct’s larger envelope labeled
“Provisional Ballots.”
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PROCESSING PROVISIONAL VOTERS
BALLOT PEO & RETURN BALLOT PEO
Ballot PEO
After a Ballot Slip prints, use this slip to locate the correct ballot style. All ballot styles for the
available precincts will be located at the ballot table.
Provisional voters will be noted on the Ballot Slip. All provisional voters must receive their ballot
along with a Provisional Voter Hotline Sheet, Form No. 12-H.
Do NOT give provisional voters a secrecy sleeve.
Place the ballot slip into the Ballot Slip envelope after the ballot is scanned into the EPB.
Return Ballot PEO
Make sure Provisional Ballots ARE NOT FED into the M100.
Instruct the voter to return the provisional ballot back to
the Voter Assistance Table.
Provisional ballots are not inserted into the M100 on
Election Day!
At the end of the night, enter the total number of these
ballots in the appropriate box under the OTHER BALLOTS
tab of the Ballot Accounting section of the EPB.
At the end of the night, the large envelope labeled
“Provisional Ballots” should go into the Blue Supply Bag.
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PROCESSING PROVISIONAL VOTERS
PROVISIONAL BALLOT AFFIRMATION

Step 1 - Voter prints full
name

WARD & PRECINCT

PARTY

STUB NO.

Step 2 - Voter provides
date of birth
Step 3 - Voter provides
current
address

Step 4 - Voter provides
one form of identification

Step 5 - Voter signs the
provisional envelope
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PROCESSING PROVISIONAL VOTERS
FORM NO. 12-D

Step 1 - Find the voter’s correct
voting location in the EPB
Step 2 - Record the voter’s correct
ward and precinct

Step 3 - Record the name and
address of the voter’s correct
voting location
Step 4 - Instruct the voter to go
to their correct voting location
to cast a ballot.

Step 5 - Inform the voter that
casting a ballot in the wrong
voting location would result in
all or a portion of the votes on
the ballot being rejected

Step 6 - PEO signature and
precinct assignment,
affirming the above steps
were properly followed.
Attach this form to the front
of the voter’s provisional
envelope

NOTE: If you instruct the voter that they are in the WRONG precinct and the voter
INSISTS on voting in the WRONG precinct, then this form is used.
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PROCESSING PROVISIONAL VOTERS
FORM NO. 12-H

NOTE: This form is to be provided to every voter that is issued a provisional ballot.
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PROCESSING PROVISIONAL VOTERS
PROVISIONAL BALLOT FLOW CHART

Shows proper identification

Votes a regular ballot

Voter has updated their address with
Board of Elections, but address does not
match the Ohio Driver License

Votes a regular ballot

Refuses to show proper identification,
and does NOT provide
the last four digits of SSN

Votes provisionally.
Must provide further
identification to
BOE by 7th day
following election

“Absentee Ballot Requested”
displayed on the
Voter Eligibility screen.

“Returned 10-J” displayed on
the Voter Eligibility Screen.

Refuses to show proper identification,
but provides the last four digits of SSN

Does not show proper
identification, but provides
the last four digits of SSN
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Shows proper identification

Does not show proper
identification, but provides
the last 4 digits of SSN
Does not show proper
identification, does not
provide last 4 digits of SSN

Votes provisionally

Votes provisionally
Votes provisionally.
Must provide further
identification to
BOE by 7th day
following election
Votes provisionally

Votes provisionally

PROCESSING PROVISIONAL VOTERS
PROVISIONAL BALLOT FLOW CHART

Voter address updated to a
precinct which votes at the
voting location

Voter address updated to a
precinct which votes at
a different location

Voter has a name change and
remained in precinct

Voter has name change and
moves into precinct

Shows proper identification

Votes provisionally

Does not show proper
identification, but provides
the last 4 digits of SSN

Votes provisionally

Does not show proper
identification, does not
provide last 4 digits of SSN

Votes provisionally.
Must provide further
identification to
BOE by 7th day
following election

If voter will not be
REDIRECTED and insists
upon voting in the
WRONG VOTING
LOCATION, complete
Form No. 12-D

Votes provisionally.
Attach properly
completed Form No.
12-D to the front of
the envelope

Provides documentation of
name change (e.g., court
order or marriage license) and
completes Form No. 10-L

Votes a regular ballot

Does not or cannot provide
documentation of
name change

Votes provisionally

Votes provisionally
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CLOSING THE POLLS
PREPARE TO CLOSE THE POLLS
Prepare to Close the Polls
All polls in Ohio are to close at 7:30 p.m. unless a court order provided to you by someone from
the Board of Elections requires otherwise. Beginning about half an hour before the polls are to
close, repeatedly announce the name of the precincts and voting location to the people waiting in
line. We do this in order to make sure people are in the correct voting location and give voters
who are in the wrong location time to get to the right location before closing time. Announce that
the polls are closing soon and reassure voters that everyone in line at closing time will have an
opportunity to cast a ballot.
Officially Close the Polls
At 7:30 p.m., the official closing time, one PEO should loudly declare, “The polls are closed!” If
people are waiting to vote at closing time, they must be allowed an opportunity to vote. To
accommodate voters waiting in line:
•

Move the line inside the locked door of the voting location, if possible; or

•

Place a PEO after the last person who is in line at 7:30 p.m. to prevent people from joining the
line.

In case there is a court order to keep your voting location open
past 7:30 p.m., you will need to know who the last person in line was
at 7:30 p.m.
You must then make sure of the following:
•

Voters who were already in line at 7:30 p.m. get to vote a regular
ballot if they are otherwise entitled to do so.

•

All voters who arrive at the voting location to vote between
7:30 p.m. and the court ordered closing of the voting location vote a
provisional ballot.

These provisional ballots must be kept separate from other provisional ballots voted during the
regular voting hours in case the court decision is later overturned, by noting on the Identification
Envelope - Provisional Ballot Affirmation (Form No. 12-B) that the provisional ballot was cast after
7:30 p.m. pursuant to a court order. To do so, write “After Close of Polls by Order of the Court”
on the provisional envelope.
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CLOSING THE POLLS
CLOSING CHECKLIST
Election Day Closing Checklist
Check the entire list of procedures. It is the responsibility of the PEOs to ensure each task is
completed. Place a checkmark in the box corresponding to the task as it is completed.
 Inspect

the ballot box’s “Emergency Auxiliary Ballot Bin.”
With the BLUE KEY, unlock and open the Emergency Auxiliary
Ballot Bin. If you find any uncounted ballots, have a bipartisan
team of PEOs scan them into the M100 scanner.
Note: Before closing the polls, note the number of voters displayed
by each M100. This number will be needed for ballot reconciliation.

 Open

the “Key Access Panel” and close the polls. Insert the RED KEY and turn it to the
OPEN/CLOSE POLL position. Be sure to press the “Close Polls” button on the LCD screen to
properly close voting.

 Sign

both and post one copy of the Vote Total Report. Two (2) copies of the Vote Total
Report will automatically print out. The Voting Location Manager and the Voting Location
Deputy must sign both copies in the designated area. Post one copy at the outside entrance
of the voting location and place the other in the memory card bag. If posting inside of a
glass door or window at the voting location, unfold the report so the results can be seen
in their entirety.

 Remove

the ballots from the left side of the ballot can. Break the blue security tag at the
bottom of the left side ballot can door and place it in the Clear Memory Card Bag. Unlock
and open the left ballot box of the ballot can. Remove the ballots and place them in the
Red Supply Bag. Zip the Red Supply Bag. DO NOT LOCK THE BAG YET!
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CLOSING THE POLLS
ELECTION DAY CLOSING CHECKLIST
 Remove

the ballots from the right side of the ballot can. Open the right side of the ballot can
and remove the ballots. Place the ballots in the envelope marked for “Write-in Ballots” and
secure the envelope in the BLUE SUPPLY BAG. DO NOT combine these ballots with the ballots
from the left side of the ballot can.

 After

the reports are finished printing, turn the scanner key to the “OFF” position.

 Unlock


and open the “Counter Access Panel” to access the memory card.

Remove the memory card from the bottom slot by
button located to the right of the card. Place the
memory card into the plastic jewel case and put
it in the clear memory card bag.

pushing the eject

 Return

the dust cover to the M100 scanner and
lock the access panel.

 Store

any unused, yellow provisional envelopes
and secrecy sleeves in the Auxiliary Ballot Bin. Check these items for
any misplaced or voted ballots. Close the flap and lock the
container. DO NOT place voted ballots or sealed provisional ballots
into the emergency bin.

 The

M100 is now closed. Ensure this process is repeated for all units
at the location.

 Place

the security tags, initial state report, the M100 memory card, the vote total report, and
ballot keys in the Clear Memory Card Bag. Seal the Clear Memory Card Bag and place it inside
the Blue Supply Bag.



Count the number of voted, completed and sealed provisional envelopes by precinct. Place
the provisional envelopes inside of the larger envelope marked for “Provisional Ballots.”
Secure the larger envelope in the Blue Supply Bag.
•



This number will be entered as part of closing out the election in the EPB.

Count the number of voided ballots. Place these ballots inside the GREEN ENVELOPE marked
“Voided Ballots.” Secure this envelope in the Blue Supply Bag.
•

This number will be entered as part of closing out the election in the EPB.
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CLOSING THE POLLS
ELECTION DAY CLOSING CHECKLIST
 Close

the election on each EPB. Select the LOGOUT button from the blue menu on your Home
Screen. The Log Out pop-up will appear. Touch the CLOSE THE ELECTION button. A warning
screen will appear. Select YES to continue closing the election. If it is NOT the end of the day,
press NO to go back.



Enter the passwords and lock the device.
Press LOCK DEVICE when the passwords have
been entered. The device will now synchronize,
which is indicated by a displayed message. Wait
until the message disappears to continue.

Password #1: dem123
Password #2: rep123
 The

election is now closed and the device is
locked.

 Complete

the Ballot Reconciliation process at
the Voter Assistance Table EPB. First, hit print
in the top left of the screen and place the
printout in the clear memory card bag. Then
select the ACCOUNTING button in the top right
corner of the Device Locked Screen to begin
this process.
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CLOSING THE POLLS
ELECTION DAY CLOSING CHECKLIST
 Enter

the requested information for each tab, starting with the UNUSED BALLOTS tab. Select
the first ballot style listed and find the corresponding ballot pad. Enter the stub number for the
next available ballot. Repeat this step for all available ballot styles. When finished with all the
boxes, press NEXT STEP.

 Enter

the requested information for the OTHER BALLOTS tab. Count and enter the number of
provisional ballots by precinct. Count and enter the number of void ballots and 17-year-old
ballots (primary election only) into the respective boxes. When finished, press NEXT STEP.

 Enter

the requested information for the
SCANNER TOTALS tab. There should be one
field for each M100 present. Enter the total
number of ballots fed and accepted into each
M100. You can reference the Vote Total Reports
for this information. When finished, press NEXT
STEP to continue.

 Review

your information and press GET SIGNATURES. The Ballot Accounting screen will display
whether the provided numbers balance with either a green thumbs up or a red thumbs down.
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CLOSING THE POLLS
ELECTION DAY CLOSING CHECKLIST
 If

the numbers did not balance, a pop-up message will
appear providing instructions on how to fix any errors.
Select GO BACK to verify or correct this
information. If you have already verified your numbers or
corrected any information, select CONTINUE to
proceed to the next step.

 Enter

a reason for any discrepancy using the onscreen
keyboard in the event that you could not balance. Press
CONTINUE to move on to the next step.

 Sign

the Ballot Accounting Screen. Enter your first and
last name in the fields and then press CONTINUE. Sign in
the box and press ‘I ACCEPT’ to certify your work.

 Get

an additional signature from a member of the
opposite party. Select the ‘ADD ANOTHER SIGNATURE’
button on the Ballot Accounting screen and follow the
steps indicated.

 Press

SUBMIT to finish the process. Be sure to correct
any issues before clicking submit by selecting the BALLOT
RECONCILE button to go back. After you submit the
report, you cannot go back. Press CONTINUE to return
to the Device Locked screen.

 Power

off the EPB by holding down the power button
until the screen goes dark. Unplug the EPB from the
printer and power cords, fold it flat, and place it back in
the case.
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CLOSING THE POLLS
ELECTION DAY CLOSING CHECKLIST
 Power

off the MiFi by holding down the power button on the device.

 Next,

power off the printer. Unplug all the devices and re-pack the printers, MiFi, power cords,
and any other equipment removed from the case. Close the case and latch it.

 Ensure

the process of logging out, powering down, and repacking the EPB and printer is
repeated for all units at the voting location.
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CLOSING THE POLLS
RED SUPPLY BAG
 Place

all unused ballots in the bottom of the Red Supply Bag.

 Seal

the Red Supply Bag with the red numbered seal found inside the Clear Memory Card Bag.
Record the seal number on the appropriate line of the Memo Sheet, found in the Important
Election Day Envelope.

 Turn

off the AutoMARK. Insert the gold key and turn it to the OFF position. Remove the key
and place it in the Clear Memory Card Bag.

 Close

the Touch Screen Monitor. Unplug the headphones. Lift under the front of the ballot feed
tray and fold it inwards. Open the lid and fold the Touch Screen Monitor back into the
recessed area. Close the lid over the stowed monitor and fold down the lid flap over the ballot
feed tray. Move the lid latches inward to secure the lid.

 Unplug

 Gather

the AutoMARK.

any posted signs, materials or temporary modifications. Take down any posted
materials, including the directional signs and stands, laminated paper flag, notifications or
instruction posters, and Register of Voters. Secure these materials in the Blue Supply Bag.
Bring inside and gather together any temporary ADA equipment, including any orange cones,
ADA entrance or directional signs, Accessible Voter Parking stands, door knob grippers, or Van
Accessible/$250 Minimum Fine signs.
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CLOSING THE POLLS
PAYROLL SHEET
 Complete

the Payroll and Precinct Expense Statement found in the Important Election
Day Envelope.

•

Make sure each PEO has signed the sheet in the appropriate location.

•

Complete everything highlighted in yellow.

•

Be sure to have at least one Democrat and one Republican drop off the supplies
Election Night and indicate this on the Payroll Sheet.
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CLOSE THE POLLS
ITEMS IN BAGS AT END OF ELECTION DAY
 Return

inside the Red Ballot Bag:
1. Unused ballots
2. Voted ballots (from the left side of ballot box)

 Return

inside the Important Election Day envelope:
1. Signed Memo Sheet, including statements or issues on Election Day or lack thereof
2. Form No. 10-U’s, Form No. 10-L’s, Completed Voter Registration Cards
3. Complete Summit County PEO Manual

 Return

1.
2.
3.
4.
5.

in the Clear Memory Card Bag:
Memory card - PLEASE REMEMBER THIS!
Initial State Report (from M100 and EPB)
Vote Total Report (from M100 and the VAT EPB)
Keys
All broken locks and security tags

 Return

in the Blue Supply Bag:
1. Clear Memory Card Bag (memory card must be visible)
2. Important Election Day Envelope
3. Election Supplies Envelope
4. Write-in Ballot Envelope (ballots from right side of ballot box)
5. Provisional Voter Envelope
6. Green VOID Envelope
7. Voted Ballot Stub Envelope
8. Ballot Slip Envelope
9. Surge Protectors for EPBs and printers
10. 17 Year Old Voter Envelope (Primary Election Only)

 Return

in the Green Bag:
(Shrink-wrapped supplies should still be shrink-wrapped and unopened unless
otherwise instructed by Board of Elections)
1. Signature Poll Book (Blue Binder)
2. Poll Book (Black Binder)
3. Precinct Identification Cards (50)
4. SOS Form No. 12-D—Provisional Voter Precinct Verification Forms (25)
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CLOSING THE POLLS
RED BAG CONTENTS

RED BAG:
1) Unused ballots
2) Voted ballots (from the left side of the ballot box)

ONLY the two items listed above should be placed
into the Red Supply Bag!
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CLOSE THE POLLS
BLUE BAG CONTENTS

(Primary Election Only)

1) Clear Memory Card Bag (with
memory card inside)

6)

Green VOID Envelope

7)

Voted Ballot Stub Envelope

2) Important Election Day Envelope 8)
3) Election Supplies Envelope
9)
4) Write-In Ballot Envelope
5) Provisional Voter Envelope
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Ballot Slip Envelope
Surge Protectors for EPBs
and printers

10) 17 Year Old Voter Envelope
(Primary Election Only)

CLOSING THE POLLS
TRANSPORT ELECTION SUPPLIES
The ballots and required voting materials and
supplies are to be transported to the Summit
County Board of Elections or other assigned
location by the Voting Location Manager with
the Voting Location Deputy, or an employee or
appointee of the board to whom an oath was
given and who is a member of a different
political party than the Voting Location Manager.
The Secretary of State requires voted election
supplies to be returned by PEOs of
both major political parties. The Voting
Location Manager and Voting Location
Deputy must return the supplies
together, in the same vehicle. The
driver is paid $10.00 and the
passenger is paid $5.00. If necessary,
the Voter Location Manager may
designate an additional team of PEOs
to assist returning supplies in a second
vehicle. Again, the PEOs of this team
must be of opposite political parties.

NOTE: Remember to sign your
Payroll and Precinct Expense
Statement!
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EPB and M100 ALERTS/ISSUES
VOTING UNIT EVENT LOG
PEOs and voters may encounter various messages or alerts when setting up or interacting with the
EPB or M100 Scanner. Common alerts that PEOs or voters may experience include the following:
Voting Unit Event Log
In the event that your M100 has a malfunction (e.g., ballot not scanning, ballot jam, machine not
working) you must fill out SOS Form 475 ”VOTING UNIT EVENT FORM” to document these events.
The following situations represent common alerts that PEOs or voters may experience.
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EPB and M100 ALERTS/ISSUES
M100 BALLOT NOTICES & FLEETING VOTER
M100 Ballot Notices
The M100 is programmed to detect and notify the voter when it encounters either a blank ballot
or an over-vote. An alert will sound and the display will indicate that a blank ballot or
over-vote was detected. The voter will be offered two choices, Count As Marked or Return Ballot.
Blank Ballot
In the case of a blank ballot, if the voter intended to cast a blank ballot, they may choose Count as
Marked; the ballot will be accepted and deposited into the right side of the ballot box. If it was
not the voter’s intent to cast a blank ballot, they may choose Return Ballot. The ballot will be
returned uncounted, allowing the voter to then mark their choices and re-feed the ballot into the
M100.
Over-vote Ballot
An over-vote occurs when more than the allowed number of selections in a contest has been
marked. An alert will sound and the display will indicate that an over-vote was detected. If the
voter chooses Count as Marked, the ballot will be accepted as is. All properly marked contests will
receive the appropriate votes; the over-voted contests will receive no votes. If the voter chooses
Return Ballot, the ballot will be returned uncounted. PEOs may then VOID the ballot and, if
permitted, issue the voter a replacement.
Fleeting Voter
A voter who is not aware that their ballot is blank or over-voted and starts to walk away, all
reasonable efforts should be made by the Return Ballot PEO to alert this voter. If the voter
cannot be located, two PEOs of opposite parties must VOID the ballot. Two PEOs of opposite
parties will also void the ballot if a voter begins a voting session and does not cast their ballot
before leaving the polls. Please make note of a fleeting voter on your memo sheet.
These rules do not apply to ballots rejected by the M100 for reasons other than blank or
over-voted ballots, or instances when the M100 has malfunctioned.
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EPB and M100 ALERTS/ISSUES
M100 PRINTER TIMEOUT & REPORT FAILS TO PRINT
M100 Printer Timeout
This error message can occur during the opening or closing sequences and for a number of reasons,
the most common of which is an improper paper feed. To correct this error, first remove the plastic
cover which houses the printer. Press inward on the small textured area opposite the RED KEY and
lift the panel upward. After the panel is removed, verify that a paper roll is present and properly
fed into the printer, and that the paper feed is secured in place. Immediately to the right of the
paper feed, when viewed from standing in front of the M100, a small gray lever, which secures
the paper feed, should be locked in a horizontal position. If the lever is in an upward position,
simply push the lever down.
If the Printer Timeout error persists, contact the Board of Elections immediately.

M100 Report Fails to Print
Print errors can occur even if the M100 does not display an error message. If a Printer Timeout
error message is displayed, see the instructions outlined above. If a report fails to print and no
error message is displayed, the paper may not be properly fed through the paper slot on the
outside cover of the M100. To correct this, remove the plastic cover which houses the printer.
Press inward on the small textured area opposite of the RED KEY and lift the panel upward
(pictured above). Manually feed the printed report through the removed cover’s paper slot. Put
the cover back in place by lining up the edge closest to the front and then snapping the opposite
edge into place.
If a report appears to print but is blank, the paper roll may be installed backward. Contact the
Board of Elections for instructions.
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EPB and M100 ALERTS/ISSUES
DIVERTER NOT FOUND, WRITE PROTECTED & EMERGENCY BALLOT BIN

Diverter Not Found
This message usually occurs when the M100 scanner has not been seated correctly on the ballot
can. To correct this problem, take the red operator key and switch the machine to the “OFF”
position. Next, use the BLUE KEY and unlock the Counter Access Panel and pull the M100 out
approximately 5 inches. Push the machine back with a little force to make sure the machine is
seated securely on the can. Move the red operator key back into the “VOTE” position, allowing
the M100 to initialize the diverter.
Write Protected
This is an error that occurs when the M100 card has its write protected lever moved to the right.
Take the M100 memory card from the machine and look at the front of the card. The words
WRITE PROTECT are found on the front of the card. f the button beneath these words is
positioned to the right, it will need to be moved (slid) to the left, toward the edge of the card.
Use the Emergency Auxiliary Ballot Bin
The Emergency Auxiliary Ballot Bin is a closed and locked ballot
compartment, located in the front, middle section of the M100
ballot can. In the event that the M100 scanner is temporarily unable
to function, ballots can be safely stored within the bin, allowing
voting to continue uninterrupted. To use the Emergency Auxiliary
Ballot Bin, use the BLUE KEY to unlock and open the hinged panel.
Fold open the flap covering the front slot. Close and lock the hinged
panel back in the upright position, leaving the front slot open.
Contact the Summit County Board of Elections to inform them of
the situation or to receive further instructions.
After the M100 is functional or replaced, a bipartisan team must
scan any ballots found in the emergency bin into the M100. When
not using the Emergency Auxiliary Ballot Bin, make sure to close
and lock the hinged panel with the flap folded closed, covering
the front slot.
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EPB and M100 ALERTS/ISSUES
MISSED TIMING MARKS, REPRINT M100 REPORTS, SYSTEM HALT
Missed Timing Marks
This error can occur for a number of reasons. If this error occurs, direct the voter to insert their
ballot in a different orientation (upside down, top or bottom end first, etc.). Other issues could
be that the power cord is obstructing the machine’s intended position or the machine isn’t pushed
back far enough. The solution for this is to pull and then push in the machine with a little force to
make sure it is seated securely in the can. Take the RED KEY and switch the machine to the “OFF”
position, then move the key to the “VOTE” position (allowing the M100 to reinitialize the diverter).

This image shows the power
cord as an obstruction to the
machine’s intended position.
Follow the steps listed above
to correct this problem.

Reprint M100 Reports
To reprint the Zero Tape Report, insert the Red Key,
turn the key to the off position and then immediately
turn the key back into the vote position. After the
M100 restarts, an Initial State Report and Zero Tape
Report will print. If voters have already inserted
ballots into the M100, a Zero Tape Report cannot
be reprinted.
To reprint a Vote Totals Report, insert the Red Key and
turn the key to the Open/Close Polls position. Select
RESULTS REPORT from the displayed menu.
System Halt
If the M100 displays a System Halt Error, insert the Red Key and turn the machine to the “OFF”
position. Allow the machine to rest for 10 seconds. Turn the key back to the vote position and
remove the key. This display should show the number of ballots fed into the M100. At this point,
you may have the voter scan their ballot.
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EPB and M100 ALERTS/ISSUES
MANUAL BALLOT STUB NUMBER ENTRY & REPLACE PRINTER PAPER
Manual Ballot Stub Number Entry
When issuing a ballot to a voter, there may be rare instances when it will be necessary to manually
enter the ballot stub number. To do so, press ENTER MANUALLY when at the Issue Ballot screen. A
voter’s ballot style consists of one letter followed by six numbers. The first letter is the voter’s
ballot choice (D, R, or X for nonpartisan, etc.). The following six digits will be the 4 digits that
precede the voter’s precinct name and the 2 digits that follow, indicating split. The voter’s stub
number will be a six-digit representation of the stub number listed on the ballot stub (i.e. 000001
for Consecutive Number 1).

Replace the Epson Printer Paper
To add paper to the EPB’s printer, use the grey button to lift the top of the printer to expose the
used paper roll. Remove the roll. Place a new roll in by dropping the paper into place. Then close
the lid. The paper will automatically feed and cut. If it does not, reopen the lid and pull the paper
(1) and close the lid (2).
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EPB and M100 ALERTS/ISSUES
EPSON PRINTER CONNECTION
Epson Printer Connection
A green status bar indicates a printer is connected. For a yellow or white icon,
follow the steps below:
1. Verify the printer is properly plugged in and shows a blue light
(not an amber light).
2. Touch the yellow or white printer icon to enter the printer
connection settings.
3. Touch FIND PRINTER. The Select an Accessory popup will appear.
4. Press PRINTER ### from the list, then press TEST. The printer will print
a test report confirming it is now connected properly.
5. Press SAVE and the print icon should be green, indicating it is properly paired.
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ENVELOPE CONTENTS
IMPORTANT ELECTION DAY ENVELOPE
Important Election Day Envelope
The contents of this envelope contain several forms that you as a PEO are responsible for
signing and/or updating throughout Election Day. The Payroll Sheet and Ethics Policy must be
signed by all poll workers on Election Day before being returned to the Important Election Day
Envelope.
Memo Sheet
The Memo Sheet should be updated regularly throughout the day with issues,
concerns or anything worth taking note of on Election Day. The Memo Sheet is the Board of
Elections’ view into how things went at your location. At the end of the day, the Memo Sheet
must be returned to the Important Election Day Information Envelope which is stored in the
BLUE SUPPLY BAG before returning all election supplies at the designated drop-off location.
Examples of things to note on the Memo Sheet include but are not limited to:
•
•
•
•
•

•

The late arrival or early departure of a poll worker
An M100, AutoMARK, or EPB not working properly
Voided ballots and the reasons for them
Issues with anyone at the location including pollsters, electioneers, a voter, or
even another poll worker
Any errors when issuing a ballot that may assist in reconciliation later. E.g., if two
ballots were accidently stuck together and given to a voter before the error was
recognized
Information regarding the issuance of any provisional ballot

Important Election Day Envelope Contents
At the end of Election Day, place the following items into the Important Election Day
Information Envelope:
•
•
•
•
•
•
•
•
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Unused PEO Nametag Stickers
Payroll Sheet
Ethics Policy Acknowledgement Form
Oath of Observers
Memo Sheet
Absentee Ballot Reminder
List of Observers (if any)
Any Signed Document (E.g., 10-L, 12-D, Voter Registration Card)

