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REGISTRANT RECORDS

Multi-Factor Login Instructions

Goto _ and select the correct county (if prompted)

Enroll in multifactor, if using MFA for the first time, then click “Start Setup”

For security reasons, we require additional information
to verify your account (justinbsvr@ad.votewa.gov)

(g Secretary of

Protect Your WA Secretary of
State Account

Start setup

Two-factor authentication enhances the security of your
account by using a secondary device to verify your
identity. This prevents anyone but you from accessing
your account, even if they know your password.

This process will helo vou set up vour account with this
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VoteWA

Select “Security Key (Yubikey, Feitian, etc.)” and click “Continue”, then click “Continue” on the following

page.

For security reasons, we require additional information

to verify your account (justinbsvr@ad.votewa.gov)

For security reasons, we require additional information
to verify your account (justinbsvr@ad.votewa.gov)

(:3)Secretary of

What type of device are you
adding?

@ Security Key (YubiKey, Faitian, etc.)

Touch ID

(s)Secretary of

Enroll Your Security Key

A pop-up window will prompt you to tap your key to
enroll. If you don't see a pop-up window, you may
need to temporarily adjust your browser settings to
allow a pop-up window.

Continue
=

Insert the Yubikey into an available USB port. When the light flashes, tap the button on the Yubikey.

+
- delete

retorn

Insert and tap your Security Key to enroll...

Powered by Duo Security

4

You may be prompted to allow your browser to access the Yubikey. If so, click “Allow”.
Tap the button on your Yubikey a second time to complete the enrollment process.

Tap your key one more time...

Powered by Duo Security
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Once enrolled, perform multifactor authentication by inserting and tapping the Yubikey. Check the box
to “remember this authentication for 7 days”, if desired.

For security reasons, we require additional information
to verify your account (justinbsvr@ad.votewa.gov)

VOTEWA USER GUIDE

For security reasons, we require additional information
to verify your account (justinbsvr@ad.votewa.gov)

(3 Secretary of (:3)Secretary of

. . If your Security Key flashes when inserted, tap it.
My Set‘tlngs & Devices Otherwise, remove the Security Key and reinsert it.
Contact your administrator if you have any questions
‘ about using your Security Key.

‘ [rj Security Key new

Remember me for 7 days

Default Device:

Security Key

Use your Security Key to login.

Saved Continue to Login

You will be logged in to the VoteWA application

EdRoK() Agoew
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VoteWA

Home Screen

The Home Screen is the first screen upon logging in. It is the center of voter registration activity for the

County.

At the top of the screen are menu items (red box) used to navigate. Hovering over each menu item will
produce a drop-down options list. These menu items, along with the home icon on the far left, are
visible on every page in VoteWA.

VoteWA

f

Voter Registration

Reporting

Election Management

County Utilities  Help

The County’s Home Screen is divided into several sections. Below is a typical view . Next to each item is
an arrow (blue circle). Click the arrow to expand the table and view the records within each section.

Tasks:
Item

0 DOL Registrations

»  Deceased
»  Forms to be Scanned

»  Flagged Records
b Attachments Flagged for Removal

»  Failed ID Check
Notice of Incomplete Registration - Over
45 days

> NCOA In-State Review

> NCOA Cross-State Review

> Address Updates

> Atiachments from Other Counties

> Registered Voters with no Precinct Split

b Residence Addresses to Verify

»  ERIC Cross-State Review

» ERIC In-State Review

> DataIntegrity Check

Failed ID Check for Two Federal
General Elections

Total Registrants
1

1
104
5

106
36
3

1,857

Home Screen Message

Lewis County
Current Active Voters:46,418
Total Registered Voters:50,922

Delete All

Update Al

The Secretary of State’s office can place messages/announcements on the Home Screen for all counties

to see (blue arrow).

=

VOTER REGISTRATION DEADLINE IS THIS FRIDAY
Lewis County
Current Active Voters 46,418
Total Registered Voters 50,922
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County users with proper permissions can add messages to the home screen. Hover over “County

Utilities” and select “County Options.”

The “County Home Screen Message” section will show where to type a message, set an expiration date,
and click “Save Message” (blue arrow).

County Home Screen Message

Message: Happy Friday

Expire Date: 3/9/2019 12:00 &M (O]

Save Message

ﬁ

Navigate back to the home screen to see the message by selecting the home icon . The message

will be at the top of the home screen. It will disappear on the expiration date set.

Lewis County
Happy Friday

Current Active Voters: 45,413
Total Registered Voters:50 922
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VoteWA

Tasks Table

Click to expand the lists (blue circle) on the Home Screen to see the records in each Task. Once a task
has been completed, the task will disappear from the Home Screen.

Tasks:

[tem

#\ DOL Registrations

[ Decsased

B | Forms to be Scanned

b | Flagged Records

b | Attachments Flagged for Removal

b | Failed ID Check

. Notice of Incomplete Registration - Over
45 days

I NCOA In-State Review

b | NCOA Cross-State Review

b | Address Updates

p | Attachments from Other Counties

b | Registered Voters with no Precinct Split

b | Residence Addresses to Verify

P | ERIC Cross-State Reviaw

P | ERIC In-State Review

b | Data Integrity Check

N Failed 1D Check for Two Federal

General Elections

Total Registrants
1

1
104
5

106

36

1.857
576

17
72

34

Items can be expanded (blue circles) to show additional details about each record. Navigate to each
registrant’s record by clicking on the Voter ID (green boxes).

17

O ERIC Cross-State Review

Regis"am D Name

11222847 CAMPBELL, JESSICAL
11819829 CUNNINGHAM, VALERIE JANE
11685922 FOWLER, DYLAN WESLEY
10759027 FULLENKAMP, BRANDON SCOTT
9217561 HACKNEY, CLARENCE N
11445329 HOEFFGEN, KALEB N M
9787135 HOLT, SHANNON ROXANNE
10944832 ISELIN, JAMES HUNTER
464865 JEFFERSON, THOMAS A
11819923 JUREK. KAELIN TOMAS

44n2rr

Pagesize: 17 |

Residence Address city Zip
388 SALMON CREEK RD TOLEDO 98591
2812 BORST AVE CENTRALIA 98531
112 DUSTY LN CHEHALIS 96532
2265 STATE HIGHWWAY 508 ONALASKA 98570
3702 RUSSELL RD CENTRALIA 98531
388 SALMON CREEK RD TOLEDO 98591
1111 SWANSON DR CENTRALIA 98531
125 GREEN GABLES DR CENTRALIA 98531
323 S BUCKNER ST CENTRALIA 98531
464 LEUDINGHAUS RD CHEHALIS 96532

DoB Status Status Reason County Date Added/Updated
06/12/1987 Inactive Inactive Lewis 11/13/2018 4.26.25 PM
121201997 Active Active Lewis 11/13/2018 4:26:25 PM
06/07/1999 Active Active Lewis 1113018 4:26:25 PM
09/19/1992 Inactive Inactive Lewis 11/13/2018 4:26:25 PM
0211911973 Active Active Lewis 11/13/2018 4:26:25 PM
05/05/1989 Inactive Inactive Lewis 11/13/2018 4:26:25 PM
10/05/1993 Inactive Inactive Lewis 11/13/2018 4:26:25 PM
09/04/1996 Inactive Inactive Lewis 11/13/2018 4.26.25 PM
12/01/1970 Inactive Inactive Lewis 11/13/2018 4:26:25 PM
02/26/1999 Active Active Lewis 11/13/2018 4:26:25 PM

B

17 items in 2 pages
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Tasks

DOL Registrations Registrations from the Department of Licensing to be processed.

Deceased Registered voters that matched with a deceased record (match screen below).

Deceasep REcORD COMPARISON AND MATCHING
Close Next Maich
Itemmes in YELLOW on the left side of screen DO NOT match Registrant file Info
Date of Match Mateh Typa | Hard

Source ERIC

Diate of Death
Aga

Status

Statws Reanan

Dog

Deceased Record Data
lrlr il ]

Exlsting Ragistrant Info

111161845

S55N4

Fiest Nama BARBARA BARBARA

Middla Narms L L

Larst Name SHERMAN SHERMAN

Gender F

Reesidence Address 621 NECK RD TRLR 14 521 NeCK RD

City 5t Jp CENTRALIA WA 58531 CENTRALLA WA 58531

Confem Match™ updates the Registrant Recond Status to "Canceled” with a Status Cenfirn Match

Reasan of ‘Deceased

Ko Maich

Forms to be Scanned Displays registrants who require documents scanned and uploaded to support a
recent update to the record. Click a record from this list to go to their Registrant Info tab with a scan
prompt on the bottom left of the screen (below). Click “Scan” (red box) to go to the “Scan Form” page.
Once a document has been scanned and uploaded, the item for this record will disappear.

Forms to be Scanned
Date

01/29/2019

[¥5]
]
=4
=]
0
]
=1
=

Flagged Records

Attachments Flagged for Removal Displays records that contain attachments pass the retention period
for those documents. Click on the record from this list to go to the Attachments tab to delete the
flagged attachment (blue arrow).

Ballot Info M Provisional ” Voting History ]( Validations | [NEEINEUERN | Activity || Comespondence

IMAGES

[ Registrant Info

Signatures
Add New

Attachment Type Attachment Notes Date Created Added 8y County Flagged For Removal

Washington State Voter Registration Form 10/26/2004 6:53:43 AM Ryan Desch Spokane Delete
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Failed ID Check Displays records flagged with “Failed ID Check.” This flag will remain on the record until
the ID requirement is satisfied. Click on the record from this list to go to the Attachments tab to click
“Add New” and select “Alternative ID” from the Form Type drop-down (blue arrow).

Ballot Info M Provisional W[ Woting History W[ Validations W[ Activity W( Correspondence W

IMAGES

[ Registrant Info

Signatures

Select
Cancel

Form Type: | Alternative D Document v
Attachment Notes:

Upload

Notice of Incomplete Registration — Over 45 Days Displays records sent a Notice of Incomplete
Registration over 45 days ago and still have not been updated.

NCOA In-State Review Displays records with potential National Change of Address In-State matches to
be approved or rejected. Click on the voter record ID to bring up a match screen (example below).

NCOA IN-STATE REVIEW
Items in YELLOW on the left side of screen DO NOT match Registrant file Info

Previous Close Next
NCOA Data Existing Registrant Info
Registrant ID 18846877
County Lewis
Name AHRENS, DAVID
Status Active
Status Reason Active
Select Address: Residential ¥
Address 14 SW 4TH ST
City St, Zip CHEHALIS WA 98532

NCOA Effective: |11/6/2012

Address 140 6TH ST 14 4th SW
City St, Zip CHEHALIS, WA 98532 (CHEHALIS, WA 98532
Approve New In-County Address Reject Mew Address

Approve New Cross-County Address

NCOA Cross-State Review Displays records with potential National Change of Address Cross-State
matches to be approved or rejected. Click on the voter record ID to bring up a match screen (example
below).

NCOA Cross-STATE REVIEW
Items in YELLOW on the left side of screen DO NOT match Registrant file Info

Previous Close Next
NCOA Data Existing Registrant Info
Registrant ID 2258596
County Lewis
Name ALIRE, KEVIN T
Status Active
Status Reason Active
Select Address: Residential ¥
Address 70 SW6ETHST
City St, Zip CHEHALIS WA 98532

NCOA Effective: 11/8/2016

Address 6049 FUNDY ST 70 Bth SW
City St, Zip AURORA, CO 80019 CHEHALIS, WA 98532
Approve New Address Reject New Address
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Address Updates Displays registrants who indicated a different residence address on their ballot return
envelope from their voter registration address. Approve or reject this new address from a match screen.

Attachments from Other Counties Displays registrants who have recently had an image added to their
record from a user outside the County. Accept or remove the added images.

Registered Voters with No Precincts Split Displays records with no precinct assignment.

Residence Addresses to Verify Displays registrants with a residence address unverified through
“TotalAddress.” Click on a voter ID from this list to launch “TotalAddress.”

ERIC Cross-State Review Displays records with potential ERIC Cross-State matches to be approved or
rejected. Click on the voter record ID to bring up a match screen (example below).

ERIC CROss-STATE REVIEW
Items in YELLOW on the left side of screen DO NOT match Registrant file Info

Close Next
ERIC Data Existing Registrant Info
Registrant ID 11222847
County Lewis
Name CAMPBELL, JESSICA L CAMPBELL. JESSICA L
. 4616 SE MILWAUKIE AVE APT 29 388 SALMON CREEKRD
Residence Address |popm) aND, OR 97202 TOLEDO, WA 58591

4616 SE MILWAUKIE AVE APT 81

Mailing Address N/A PORTLAND, OR 97202
Registration Date 3/26/2012 6/2i2016
Last Activity 4/6/2018 12142017
Status Inactive
Status Reason Inactive
Create Voluntary Cancellation Notice?
Yes, Accept Match No, Ignore Match

ERIC In-State Review Displays records with potential ERIC Cross-State matches to be approved or
rejected. Click on the voter record ID to bring up a match screen (example below).

ERIC IN-STATE REVIEW
Items in YELLOW on the left side of sereen DO NOT match Registrant file Info

Previous Close Next
ERIC Data Existing Registrant Info
Registrant ID 11319505
County Lewis Lewis
Name BALL, JAMES BRIAN BALL, JAMES BRIAN
. 2277 SW SALSBURY AVE UNIT 18 132 PIER RD
Residence Address  GHEHALIS, WA 98532 CHEHALIS, WA 98532
Mailing Address N/A N/A
Registration Date 8/16/2016 3/116/2016
Last Activity 6/30/2018 172017
Status Active Active
Status Reason Active Active
Update Add & Create fe] Notice?
Yes, Accept Match No. Ignore Match

Data Integrity Check Displays records that match against the Data Integrity Check file upload to be
approved or rejected. Click on the voter record ID to bring up a match screen.

Failed ID Check for Two Federal General Elections Displays records that have recently been purged due
to an unsatisfied Failed ID flag.
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Merges from Other Counties Displays records that have been merged with a surviving record registered
in the county. This means another county has merged one of its records into yours. Refer to the Possible
Duplicates section for more details on how these merges occur.

Voters Transferred Out of County Displays registrants who were previously registered in your county,
but recently registered in another county.

Voting History from Other Counties Displays records in your county that have recently had Voting
History added from another county. These are often from the result of cross-county elections in which
another county was not the lead.

Forms to be Processed Table
This section will display any scanned forms that await processing.

Forms to be Processed:

ltem Total

b Challenge Letter 6 Process Mext
Washington State Voter Registration _

[ 95 Process Mext

Form

To view each form, click “Select” (red box).

Washington State Voter Registration

[1s]
[

Process Next

Form

Image Date Added Scanned By
Select 10/1/2018 7:08:06 AM Chad Severson
Select 10/1/2018 7:08:07 AM Chad Severson
Select 10/1/2018 7:08:08 AM Chad Severson
Select 10/1/2018 7-08:10 AM Chad Severson
Select 10/1/2018 7-08:11 AM Chad Severson
Select 10/1/2018 7:08:13 AM Chad Severson
Select 10/1/2018 7:08:14 AM Chad Severson
Select 10/1/2018 7:08:16 AM Chad Severson
Select 10/1/2018 7:08:17 AM Chad Severson
Select 10/1/2018 7:08:18 AM Chad Severson

ffn23458?8910‘\‘~ Page size: 4 -
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Unsent Notices Table
This section will display generated notices to be processed.

Unsent Notices:

Item Total
> Notice of ID Required 2 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> Notice of Name Change 1 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> Notics of No Witness Signaturs 2 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing

Notice of Signature Does Not Match - ) - ) »
. 1 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
ame Change

> Notice of Too Late 1 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> Notice of Unsigned 1 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> Acknowledgement Notice 346 Remove All Batch Immediately Send Batch Off to Process Export CSV Send Emails Print Avery Mailing Print Dymo Mailing
> Notice of No Signature 9 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> NVRA Confirmation Mailing 5 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> Notice of No Signature on File 2 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> Notice of Signature Does Not Match 6 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> Natice of Incomplete Registration 13 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> Identification Notice 34 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> Possible Duplicate Notice 2 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
> Voluntary Cancellation Notice 12 Remove All Batch Immediately Send Batch Off to Process Export CSV Send Emails Print Avery Mailing Print Dymo Mailing

To expand each list, click the arrow (blue circle). To prepare the batch of notices, click the “Batch
Immediately” button (blue arrow).

Unsent Notices:

item Total
Notice of ID Required 2 Remove All Batch Immediately atch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing
»  Notice of Name Change 1 Remove All Batch Immediately Send Batch Off to Process Export CSV Print Avery Mailing Print Dymo Mailing

The batch will generate and each notice can be viewed prior to printing. After the notices have printed,
click the “Mark as Sent” button (green arrow).

Mark as Sent

After clicking the “Mark as Sent” button, click “Ok” to confirm printing the batch.

Please confirm you have already printed the notice(s) If you
have not printed the notice(s) yet, please click "Cancel” now
and return to the previous screen to print before clicking

"Mark as Sent".
Cance' ﬂ
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Notification will appear on the screen that notices are being marked as sent. Click the “Close” button
(blue arrow) to exit this screen.

Close -
Your notices have been sent to the batch process. When the process is complete they will be removed from your home queue. Depending on the amount of nofices this process may take several minutes. You can continue to do other things while the process completes

If the batch is particularly large, click “Send Batch Off to Process” to be notified by email when the batch

has generated (orange box, below).

There is also an option to create a data file with the records in each batch. This tool is used for an
external printing vendor to prepare and print large batches of notices. Click “Export CSV” (red box) to

download a CSV file.

»  Acknowledgement Notice 346 Remove All Batch Immediately Send Batch Off to Process | Export CSV I | Send Emails I Print Avery Mailing Print Dymo Mailing

Print Avery Mailing Print Dymo Mailing

> Notice of No Signature 9 Remove All Batch Immediately Send Batch Off to Process Export CSV

Export CSV Print Avery Mailing Print Dymo Mailing

»  NVRA Confirmation Mailing 5 Remove All Batch Immediately Send Batch Off to Process

If the notice template has been marked with the option to be emailed in the Notice Management Tool, a
“Send Emails” button will show Green Box (above). This button will queue up email versions of the notice

to be sent.

Generate mailing labels in both Avery and Dymo format Purple Box (above).

Notice Responses
This table has a list of voters who responded to a notice via the public portal. The original notice (red

box) and the uploaded response (green box) will show. Click “Mark As Read” to remove the record from
this list.

Notice Responses:
Mark as Read

Notice ID Response Notice Type Date Sent Response Note
N-27406 5376 Acknowledgement Notice 02/12/2019 Response to notice N-27406 Mark As Read
N-27398 5350 Identification Notice 02/1212018 Response to notice N-27398 Mark As Read
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Activity Table
This table displays relevant information for voter files that does not necessarily require action. The items
displayed are for informational purposes (example below).

Activity:
Item Total Registrants
P Registered Voters with no DOB
» Future Voter - Under 18
» Recently Updated Registrants.
> Recently Added Registrants
» Registered After Deadline
»  Secure Voters About to Expire

Mentally Incompetent - Automatic
Resolution

P Felon - Automatic Resolution
»  Deceased - Automatic Resolution

Registrants with recently added
Attachments

>  Absentee Records - PRIMARY 2020

Provisional Ballot Logged by Outside

County
»  Regisirants Transferred Qut of County
b ACP Secure Voters

> Potential Felons

Mass Update Undo - Purge Inactive
> ) Undo All Export CSV
Registrants

Mass Update Undo - Purge Failed ID
> Undo All Export CSV
Check

Audit Summary
This item will display any candidate information that has been edited. It shows the number of edits
made and what those edits were.

Audit Summary: eaits in Last 7 asy=

Section # of Edits View

Candidate Added B View Audit Detail
Candidate Information 13 View Audit Detail
Candidates Qualified 1 View Audit Detail

Public Records Requests
When a public records request has been submitted, the request will appear on the home screen to be
processed. Click on the title (red box) to being processing the request.

Public Records Requests:

D = Requestor Name Request Date # of Registrant Records Fulfillment Status Fulfilment Date Delivery Date Contact Name
3 Test Request 3 Matt Bauer 12/26/2018 New 12/26/2018 12/26/2018 Matt Bauer
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Searching (Quick Search & Advanced Search)
Similar to the menu bar, there are searching features at the top of every page in VoteWA. Use “Quick
Search” (green box) to search for a registrant by their Last Name and First Name or Registrant ID.

NOTE: The Name fields on the Quick Search are defaulted to search for registered (Active/Inactive)
registrants in your County. A Registrant ID/Barcode search will display registrants in any status
statewide. If a more advanced search is desired, use the Advanced Search page to adjust the search
parameters.

Data in the last field (Registrant ID/Barcode) can be searched by itself. This field also can read scanned
barcodes produced by VoteWA (whether a notice barcode from a mailing, or a registrant ID barcode
printed elsewhere).

& Laura Heckmann #) Logout
Role(s): County Administrator
ote . it e

M  VoterRegistration  Reporting  Election Management  County Utilities  Help Saarch for registrants Last, First DOB Q[Pemstrar'm‘zarcnde q]l

Search for registrants Last, First DOB Q [1*968-&85| Q

Type in a Registrant ID to go directly to that voter record.

W County Lewis Status [ AcTve |
WONDERLAND, WINTER DOB 0610411955 (Age 62) Status Reason [EI3

Type in a voter name; if there is only one match for that voter name, the registrant will appear in a drop-
down and clicking on it will bring up the registrant record.

WONDERLAND|

WONDERLAND,WINTER
REGISTRANT ID:11962085
COUNTY.LEWIS

DOB:6/4M1956 AGE: 62 GENDER
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However, if typing in a registrant name displays multiple matches the names appear in a drop-down.

WONDERLAND|

WONDERLAND WINTER
REGISTRANT ID:11968085
COUNTYLEWIS

DOB:6/4/1956 AGE: 62 GENDER
WONDERLAND WINTER
REGISTRANT ID:11962086
COUNTY.LEWIS

' DOB:6/5/1934 AGE: 34 GENDER

If typing a name into the Quick Search box that does not return anything in the drop-down, hit “enter”
to will be taken to the Advanced Search page. The DOB search box in the Quick Search function will also
bring returns up on this page (below).

ADVANCED SEARCH

Registrant Info Address 1{ Registrant Status W( Districts 1( Voting W( Results Output W( Saved Searches 1[ Scheduled Exports M Export Templates W

Ph
Last Name one Registrant Record Notes | JAll Notes NVRA Flag
First Mame Email UQCAVA
Middle Name Previous Last Name ID Required
Suffix| ALL o Gender | ALL o Previous First Name
Previous Middle Name &
Form Language ALL A
Previous Suffix ALL -
WADUID#______ Attachment Notes LAl Notes
SSN4 Source of Registration Select -
UOCAVA Type  Select -
VRWA Registrant ID Incomplete Reason Select - P
Effective Date of Change to
Registration Date to
DOB to| 1/20/1988
Age ta
@ Wildcard Help
County: | Lewis - Search Reset
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VoteWA

The Advanced Search page is an impressive tool in VoteWA. To reach it, select Advanced Search from

the Reporting menu (red arrow).

On that page, view a variety of tabs (red box). Pick and choose which data fields to search on (from

fr

Voter Registration

Reporting

Election Mz

Advanced Search

multiple tabs at a time, if needed) to build a customized search query.

ADVANCED SEARCH

Registrant Info Address

Registrant Status

Districts ” Voting H Results Output

[ Saved Searches

Scheduled Exports ” Export Templates

Last Name
First Name

Middle Name

WA DL/ID #
SSN4

VRWA Registrant ID
Effective Date of Change
Registration Date

DOB

Age

Suffix AL

Form Language ALl

- Gender ALL -
to
to
to 1/29/1988

to

@ Wildcard Help

Phone

Email

Previous Last Name
Previous First Name
Previous Middle Name

Previous Suffix ALL

Source of Registration Select
UOQCAVA Type Selec

Incomplete Reason Select

Registrant Record Notes | JAll Notes

Attachment Notes LAl Notes

I County: L

ewis

NVRA Flag
UOCAVA
ID Required

Search

Reset

Note: by default, the Advanced Search is automatically set to search for registrants registered in your
County (green box above) and by Active and Inactive registrants (green box below). To adjust these
settings, simply change the County or Status to as desired.

ADVANCED SEARCH

Registrant Info Address Districts 1( Voting M Results Output M Saved Searches M Scheduled Exports 1( Export Templates 1

Status
Select All

“IActive
Canceled

#Inactive
Pending
Rejected

Status Reasons

Select All
Active

Moved Out of County

Moved Out of State
Undeliverable Mail

@ Wildcard Help

County: | Lewis

Search

Reset
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In the example below, there are data elements to filter on “Starts With” (red box) for the first name. A
wildcard search guide can be expanded at the bottom of the advanced search screen (green box). When
done, click the “Search” button (blue arrow).

ADVANCED SEARCH

( Address w( Registrant Status w( Districts w[ Voting w( Results Output w[ Saved Searches M Scheduled Exports w( Export Templates 1

Ph
Last Name GARCIA one Registrant Record Notes [ JAll Notes NVRA Flag
First Name|A%| Email UOCAVA
Middle Name Previous Last Nams 1D Required
Suffix ALL - Gender ALL - Previous First Name
q 9 y
Form Language ALL - Previous Middle Name
Previous Suffix ALL -
WA DLAD # Attachment Notes | All Notes
SSN4 Source of Registration S. -

UOCAVA Type S=

VRWA Registrant 1D \ncome\ete Reason t

Effective Date of Change to

Registration Date to
DOB to
Age to

@ Wildcard Help

Contains: Starts With: Ends Sounds Like:
Objective: Search fisld for a Objective: Search field for a j e: Search field for a Objective: Search field for a
value that contains SMITH value that starts with SMITH value that ends with SMITH value that sounds like SMITH
Example: %SMITH% Example: SMITH% Example: %SMITH Example: SMITH*
County: Lewis - Search Reset

When the screen refreshes, the search criteria is displayed below.
Red box: Search results may be exported by selecting CSV and clicking “Export.”

Export using template: No Template ~ asf CSV - Sl s( i FEme
Create Notices: Select a Notice o Iz imoear Include Voting History 'Electronic Format - 'Printed List./Printed Labels
[K] [3] Pagesize: 20 - 5 items in 1 pages
Registrant - Middle Residence . . Residence Residence Mailing . Mailing . . Effective Date
5 LastMName | FirstName | oo Name Suffic | DOB o Residence City | o= Z e Mailing City e Maiing Zip | et
3618 COOKS 36180
5001890 GARCIA ABEL 09/15/1981 :_“ LJF'HF:U = | CENTRALIA WA 98531 Cooks Hill CENTRALIA Wa 98531 08/29/2006
o Rd
10742318 GARCIA ADAM THOMAS 05/30/1981 :\ASEZAEISVI:J oR MOSSYROCK WA 92364 PO Box 626 | MOSSYROCK WA 92364 02/05/2015
450
10390181 GARCIA ANDRES ESCALERA 09/30/1961 AUGUSTUS TOLEDO WA 98591 PO Box 713 | TOLEDO WA 98591
ST
177
439307 GARCIA ANDREW 09/09/1967 WESTLAKE MORTON WA 98356 PO Box 751 MCRTON WA 98356 05/31/2006
AVE
11565688 GARCIA ANDREW 317 BECKRD | ONALASKA WA 98570 OMNALASKA WA 98570 12/20/2016

tems in 1 pages

lz‘ Page size: 20
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Advanced Search Outputs
Users can customize how their results display by using the Results Output tab (green tab) of the
Advanced Search page.

ADVANCED SEARCH

[ Registrant Info }( Address W[ Registrant Status }[ Districts }( Voting Results Qutput Saved Searches }[ Scheduled Exports 1( Export Templates }

Configure Results Table

Customize your results columns below by selecting which fields to display. You can also re-order the selected fields.

Available fields Selected fields to display
Gender ey <<< | LastName (Default)
Mailing Country First Name (Default)
Precinct Al sl Middle Name (Default)
Prefix Name Suffix (Default)
Street Name DOB (Default)
Street Tvpe hd Residence Address (Default) M
Reset to Default

“Restrict private data

@ Wildcard Help

County: | Lewis - Search Reset

Available fields that can be searched are on the tab (red box) with selected fields to display in results
(green box).

By default, there are several fields that will automatically display in the results section. Those fields are
the following:

Registrant ID Residence State

Last Name Residence Zip

First Name Mailing Address

Middle Name Mailing City

Name Suffix Mailing State

DOB Mailing Zip

Residence Address Effective Date of Change
Residence City

To customize or change, move fields from the left box into the right box. Move any field and reorder the
order of appearance by clicking and dragging. The selection and order in the “Selected fields to display”
is how search results will display in the Advanced Search (example below).

Effective
Date of
Change

Registrant _ Middle Name Residence Residence Residence | Residence | Mailing . Mailing Mailing
o] EsihEms || e Name Suffix B Address City State ip Address BT (41 State Zip
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To remove outputs from selected fields to display, just click the “<<<” buttons (red box) to clear
customization. To set back to default settings, click “Reset to Default” (green box).

ADVANCED SEARCH

[ Registrant Info 1[ Address 1[ Registrant Status W( Districts 1( Vaoting } Results Output ( Saved Searches W[ Scheduled Exports 1[ Export Templates }

Configure Results Table

Customize your results columns below by selecting which fields to display. You can also re-order the selected fields.

Available fields Selected fields to display
Mailing Country — << || Last Name (Defauls)
Precinct First Name [Default)

All = << All
Prefix Middle Name (Default)
Street Name Narme Suffix (Default)
Street Type DOB (Default)

Suffix T Residence Address (Defg =2
Reset to Default

*|Restrict private data

@ Wildcard Help

County: | Lewis - Search Reset

Also, it is important to note that each user can customize their own search outputs, so outputs can differ
from one user to the next. Although all may start out with the default outputs, users can change and
save their own outputs over time.
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Restricted Data

Administrators have the ability to display restricted data in the Advanced Search. This is also found on
the Results Output tab (green tab in screenshot). By default, there is a check in the “Restrict private
data” box. When this is checked, only public information is available to choose from.

ADVANCED SEARCH

{ Registrant Info 1[ Address 1{ Registrant Status W( Districts 1( Vaoting } Results Output ( Saved Searches W[ Scheduled Exports 1[ Export Templates }

Configure Results Table

Customize your results columns below by selecting which fields to display. You can also re-order the selected fields.

Available fields Selected fields to display
Mailing Country — <<ec | LastName (Default)
Precinct First Name [Default]
All = << All
Prafix Middle Name (Default)
Street Mame Name Suffix (Default)
Street Type DOB (Default)
Suffix T Residence Address (Default) M

Reset to Default

¥ Restrict private data

@ Wildcard Help

County: | Lewis - Search Reset

Saved Searches
Searches can be saved on the Advanced Search page and can be run as deemed appropriate. Click the
“Saved Searches” tab (green tab below) after conducting the desired search.

ADVANCED SEARCH

[ Registrant Info W( Address W( Registrant Status W[ Districts 1[ Vaoting 1[ Results Output Saved Searches Scheduled Exports 1( Export Templates 1

Save Search
Save current criteria for future reporting

Name of Search Save

Name of Search Shared Date Created User

Laura age 18-30 False Laura Heckmann Delete

Smith & True Laura Heckmann

Smith all Counties True Matt Bauer

Smith L True Laura Heckmann

Test for all counties True Matt Bauer

RIECBI moesee s @ yutgears ot e
County: | Lewis - Search Reset

Type a name into “Name of Search” field (blue arrow above) and click “Save.” This will save search
parameters on this tab and allow an identical search at any time.
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Saved searches display for future use.

REsuLTs
1R ds in 1P,

Export using template: Select o Template v as: Select Export = Export ecordsin 1Hage
Create Notices: | Select o Notice o ermiz eer Include Voting History */Electronic Format' 'Printed List /Printed Labels
[ 33 pagesie 20 - 2 e n 1 pages
Registrant Middle Name Residence | Residence | Residence | Residence | Mailing Mailing gimie
5 Last Name First Narme | |0 = DOB - city o T - Mailing City | o~ Mailing Zip E:;;z Gender

34 123 MAIN
11968057 | HECKMANN | LAURA E 01/29/1988 | BROWN RD | CHEHALIS | WA 98532 s? ROCHESTER | MN 12345 02/27/2019

E

o 123 MAIN
11968057 HECKMANN LAURA E 01/29/1988 BROWN RD | CHEHALIS WA 93532 o7 ROCHESTER MN 12345 02/27/2019

E

534 123 MAIN
11968057 HECKMANN LAURA E 01/29/1988 BROWN RD | CHEHALIS WA 98532 S;d ROCHESTER MN 12245 02/27/2019

E

(K< ]>]  Pagesie: 20 + 1 items in 1 pages

Scheduled Exports

Click the “Scheduled Exports” tab (blue arrow). Enter an “Export Name” in the field, then choose a
“Report Interval” (red box). A report can be run daily, weekly, monthly or yearly. The “More Options:”
(purple box) area allows a report to be run indefinitely or to have a set end date.

Click “Save Export” (blue arrow) to schedule the export.

ADVANCED SEARCH

[ Registrant Info 1[ Address W[ Registrant Status 1[ Districts M Voting 1[ Results Output 1[ Saved Searches Scheduled Exporis Export Templates 1[ Extracts 1

Create a new scheduled export

Export Name™

Export Interval -

Every /month ¥ jenthe | 1st v at|00 v 00 ¥

MoRe OPTIONS:
[ One Time Export?
*No End Date

End After

End By

ave Export

YOUR SCHEDULED ExPORTS

Name | Create Date Schedule Next Run One Time Run

Na records to display.

] <] B eagesize 5| - 0 items in 1 pages

DownNLOAD PAST EXPORTS

Name Export Date

WoterHistoryExport 3/13/2019 8:25:33 AM Download

K< B3] eagesizer s - 1items in 1 pages

@Wildcard Help

County: Lewis - Search Reset

See scheduled exports in the “Your Scheduled Exports” section (yellow box, above).

As exports run, according to the indicated schedule, access your exports from the “Download Past
Exports” section (teal box, above).
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Advanced Search Log
Any searches conducted in the Advanced Search are tracked in an Advanced Search Log, which is a page
available to administrators. Visit this page from the Reporting menu (red arrow).

Reporting [SEadhENE

Advanced Search

Advanced Search Log

This page keeps a record of all searches conducted, and can be queried by Date (and User).

ADVANCED SEARCH LoG

User Laura Heckmann (Lewis) hd
* Specific Date: 2/27/2019
Date Date Range:

‘ Search  Reset

Administrators can search on any user in their county. After putting in the search criteria, click the
“Search” button (blue arrow) to see the results.

Each line is a specific search, and details are available on the page. To see the specific data fields in the
search, click “View Search” (red box) to be navigated to the Advanced Search page to view the search
that was conducted

ADVANCED SEARCH LoG

User Laura Heckmann (Lewis) -
* Specific Date: 2/27/2019
Date Date Range:

Search  Reset

Search Results

| [
User County Type Date Searched
View Search Laura Heckmann Lewis View 2/27/2019 3:.07:49 PM
View Search Laura Heckmann Lewis View 2/27/2019 2:48:49 PM
View Search Laura Heckmann Lewis View 2/27/2019 237:00 PM
View Search Laura Heckmann Lewis View 2/27/2019 1:51:05 PM
View Search Laura Heckmann Lewis View 202772079 T:44:44 PM
View Search Laura Heckmann Lewis WView 2/27/2019 11:11:42 AM
View Search Laura Heckmann Lewis View 2/27/2019 11:11:34 AM
View Search Laura Heckmann Lewis Canned Report 2/27/2019 11:00:00 AM
View Search Laura Heckmann Lewis View 2/27/2019 92447 AM
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Registrant Info Tab

This tab (green) displays the registration data fields and the corresponding assigned districts (red box).
The voter’s signature is displayed below the district list (blue box). It can also be found on the
attachments tab.

If the voter is registered to your county, click the “Update Record” button (blue arrow), to make
updates.

Registrant ID 11968086

County Lewis Status =3
WONDERLAND, WINTER DOB 06054934 (Age 84) Status Reason (G
Registrant Info  (ERCE 0 M B ” TR ” T M Qi ] e { s w
Residence Address Mailing Address Update Record  Add To Race District Type District Name
Legisiative Legislative District 20
e 658 NUW LAFAYETTE ST 658 NW LAFAYETTE ST | © UoCAVA Overseas Miltary |
CHEHALIS, WA 98532 CHEHALIS, WA 58532 © Ballot Preference: Email pco CHEHALIS #1 PCO
X Failed ID Check
Commissioner | Comm Dist 2 Sus-Dist 5
SsNa: 1234 Emts Commissioner | County Comm Dist 52
WA DLAID # Form Language: English
Registration Date: 212212019 Phone: (765) 745-6765 Judicial Court
Effective Date of Change: 2/22/2019 Mobile: (895) 456-7834
Source of Registration: Armed Forces Recruitment Offices Email: TEST@TEST.COM Jucicial Lewis Superior Court
Previous Name:
Jusicil Supreme Caurt
jossngNolice(s] School Chehalis School District #302
Notice Name Date Created |
| Acknomledgement Notice 212272019 927:19 AN View | PRECINCTSPLT | 02011
City/Town Che Coun Dist #1
CityToun Chehsiiz City
Congressional | Congressional District 3
PRECINCT Chehalis #1
Port Chehalis Port CD =3
port Chehlis Port District
Public Utiity | PUD Dist Comm 22
Public Utiity | PUD District

Default Signature:

If the registrant is not in your county the “Transfer Record” button appears. Click the “Transfer Voter”
button (blue box below).

County Skagit
DOB  01/13/1996 (Age 23)

I Transfer Record I Add To Race

Page 27174



VoteWA

VOTEWA USER GUIDE

Ballot Info Tab

The “Ballot Info” tab (green tab below) displays current ballots and past election ballot records. Click
“Expand” (red box) to view details within each record.

Registrant D 655573

County Lewis Status =3
SMITH, THOMAS GENE DOB  11/15/1939 (Age 79) Status Reason [EERE
[ Registrantinfo |[:ESU M| Provisional ” Voting History M Validations M Attachments } Activity { Correspondence }
Ballot Sent 2/7/2019
Current Ballots
Election County ~Batch# BallotStatus  BallotSent  Ballot Record Created Ballot Issuance Type Ballot Issuance Method Ballot Received Ballot Style Ballot ID
b General 123012018 Lewis 1 Sent 00072019 0200712019 Regular Mail - In State LEWLPCTO13  LE-071-506474-1 Label

Pending Ballots

No records to display.
Ballot Records for Past Elections.

Election County Ballot Status Ballot Sent. Ballot Record Created Ballot Issuance Type Ballot Issuance Method Ballot Received Ballot Style Ballot ID

General 12/30, Lewis Sent )7/2019 Regular Mail - In State LEWI_PCT013 LE-071
Ballot Tracking

Tracking Number Tracking Status Tracking History

An expanded view of a current ballot record is below. Any changes or updates made to the ballot record
will be logged here.

Registrant ID 655573

County Lewis Status [acTive |
SMITH, THOMAS GENE DOB  11/15/1939 (Age 79) Status Reason ([0
{ Registrant Info | EEAUC | Provisional M Voting History M Validations M Attachments W Activity ( Correspondence W
Ballot Sent 2/7/2019
Current Ballots
Election County Batch # Ballot Status Ballot Sent Ballot Record Created Ballot Issuance Type Ballot Issuance Method Ballot Received Ballot Style Ballot ID
v General 12/30/2018 Lewis 1 Sent 0200772019 02007/2019 Regular Mail - In State LEWI_PCT013 LE-071-508474-1 Label Expand
Change Type Field Old Valug New Value User Date Changed
Ballot Updated Sent Feb 7 2019 12:00AM Laura Heckmann 2712019 9:36:05 AM
Ballot Updated Status Queued Sent Laura Heckmann 2/7/2019 9:36:05 AM
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Provisional Tab
The “Provisional” tab (green tab below) is used to add a provisional ballot to a registrant’s record.

RegistrantID 655573

SMITH, THOMAS GENE

{ Registrant Info 1( Ballot Info W{ Voting History l{ Validations W( Attachments W[ Activity W( Correspondence l

Mew Provisional Ballot

Issuad Provisional Ballots and Determination
No records to display.

Click “New Provisional Ballot” (red box, above) to enter all the necessary information associated with a
provisional ballot.
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Registrant ID 655573

SMITH, THOMAS GENE

( Registrant Info W( Ballot Info W( Vating History W{ Validations W{ Attachments 1( Activity M Correspondence l

Ballot Sent 2/7/2019

Voter has already voted in 2018 General Election - 12/30/2018.
Provisional Ballot For: 2018 General Election - 12/30/2018

Envelope Information

First Name:
Middle Name:
Last Name: ,
Edetsilrgi:?e 453 N 6TH 8T District Type District Name
Residence City: TOLEDO Legislative Legislative District 20
Residence Zip: 98591-____
i FCO TOLEDO PCO

Previous Address:
Mailing Address: Commissioner | Comm Dist 3 Sub-Dist 5
DOB: A
DL or Last 4 of Commissioner County Comm Dist #3
SSN:

Fire Fire Dist. #2-Toledo
Provisional Ballot Judicial Court of Appeals, Division 2, District 3

5 Select -
Reason:
. Judicial Lewis Superior Court

Provisional County: | Lewis -
PrDV!SiDTIaI Select - Judicial Supreme Court
Precinct:
Provisional Date: Schoal Toledo School District #237
Provisional Ballot
Receipt #: PRECINCT SPLIT | 07001
Researcher Decision Pending ' Counted ' 'Not Coult
Determination: Cemetery Cemetery Dist. #7-Toledo
Voting Location Select City/Town Toledo City

Congressicnal Congressional District 3
Comments

PRECINCT Toledo

Cancel Public Utility | PUD Dist Comm £3

Public Utility PUD District

NOTE: The Residence Address field is connected to TotalAddress. A drop down menu will provide the
ability to view district information (green box above) and show whether the registrant has already been
issued a ballot for the assigned election.

Click “submit” to save the provisional ballot to the registrant’s record (purple box, above).
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After provisional ballot history has been added, a report can be run of all registrants who voted with a
provisional ballot in a county for the current election. Click the “Reporting” menu and select “Reports”

(red arrow).
Election Mar

Advanced Search
Advanced Search Log
Audit Tables 3
Election Canvassing

Public Records Requests

Registrant Record Views

Select “Provisional Ballots Cast Report” (orange box, below) and click “View Report” (yellow box, below).

REPORTS

Report: Description
Provisional Ballots Cast Report - Provisional ballots cast with details for the current election

View Report

Voting History Tab
The “Voting History” tab (green tab below) displays all voting history for the registrant.

Voting history is a permanent part of a registrant’s record and may not be removed from VoteWA.
However, certain county administrators will have authority to delete voting history if necessary.

Registrant ID 655573 County Lewis Status =

SMITH, THOMAS GENE DOB  11/15/1939 (Age 79) Status Reason (S0

{ Registrant Info M Ballot Info M Provisional Validations M } Activity { c W

1B

Election Type Election Name County Vote Type Voted Where
Special February Special Election s Delete
General (General Election Delete
General (General Election Delete
Specal Delete
General Delete
General Delete
Primary Delete
Special Delete
Special Delete
General Delete
General Delete

09/14/2004 Primary 2004 Primary Thurston Delete

Total:
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Validations Tab
The “Validations” tab (green tab below) displays all records of system data validations against a
registrant record (more specifically — ID). This is a display-only page. Validations are not added from this

tab. Validations are a permanent part of a registrant’s record and cannot be removed from VoteWA.

The example below displays a record with a match on DOL validation.

Registrant ID 655573 County Lewis Status =3

SMITH, THOMAS GENE DOB  11/15/1939 (Age 79) Status Reason [[S03

{ Registrant Info M Ballot Info ” Provisional M Voting History Attachments W Activity [ Correspondence }
Type Date of Match Match Type User Match No Match Validation Notes r—
DOL Validation 02/25/2019 Match Laura Heckmann View Record Edit

For registrants in a county, click “Edit” (red box) to add a note (see below). After inserting the note, click
“Update” (blue arrow) to save changes.

RegistrantID 655573 County Lewis Status =3
SMITH, THOMAS GENE DOB  11/15/1939 (Age 79) Status Reason S0
( Update Record M Ballot Info M Provisional M Voting History | RIS | Attachments W Activity { Comrespondence W
Type Date of Match Match Type User Match No Match Validation Notes
DOL Validation 02/25/2019 Match Laura Heckmann < | e | Edit

Validation Notes:

: o
Undate Cance!

Click “View Record” (green box above) to view the screen used to process this validation (as seen
below). This is stored permanently with the registrant record.

DRIVER'E LICEMEE VALIDATION
Chaie
Fome b FELLEW o the loit clig of the gorgan fram tho Wi Dogt od Dimeer Liogneieg DU RETT e ich e

inkmatcs fram your velars Sk on the ight sids of e scean

Dt of Mabch: 2252018

Oriwar’s Licanae Data Exizting Ragiatrerd ko

Fagetrant D ELEDT]

Siaivs Adbvg

Siatus Hagson Lritig

oo TR CRER] EREE

Fas Hars= Thamans THOR A5
=EME

Lozt Hems SWITH SMITH
124 HOBE AD

CHFEALLS WA 93537
DL¥
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Attachments Tab

The Attachments tab (green tab below) displays all attachments saved to a registrant record. Users can
add, edit, and delete attachments here.

Click to “Edit” (green box below) to edit the attachment type and/or attachment notes. Click “Update”
(blue arrow) to save changes.

Attachment Type Attachment Notes Date Created Added By County Flagged For Remaval

Washington State Voter Registration Form 2/22/2019 1:49:04 PM Chad Severson Lewis No View Edit Delete

Attachment Type: | Washingten State Voter Reg

Attachment Notes:

Vi
Undate Cancel

Click “View” (red box) to see the image.

Attachment Type Attachment Notes Date Created Added By County Flagged For Removal
Washington State Voter Registration Form 2/22/2019 1:42:04 PM Chad Severson Lewis No View Edit Delete
NVRA CONFIRMATION MAILING 2/22/2019 9:55:45 AM Chad Severson Lewis No View Edit Delete
H “" 7 H
Click “Add New” (red box below) to add an image to a record.
Registrant ID 655573 County Lewis Status =3
SMITH, THOMAS GENE DOB  11/15/1939 (Age 79) Status Reason [EE0E)
{ Registrant Info Ballot Info M Provisional M Vating Histary M Validations W Correspondence.
Images IMAGES
Signatures
Attachment Notes Date Created Added By County Flagged For Removal
2/22/2019 1:49:04 PM Chad S so1 No View Edit Delete
2/22/2019 9:55:45 AM Chad Severson Lewis No View Edit Delete
A new image can be added by scanning an image or uploading an image (red box).
Ergii 01 LR T =
- =

EMITH, THOMAS GENE B TR -
| acam e | some e | oo | g | oo |m| .

To upload a file click “Upload File.” Choose the file, select a form type, and leave a note if desired. Then
click the “Upload” button (blue box).

If the wrong file was chosen, click “Remove” (green box) to remove the file and try again.
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[ Registrant Info

Ballot Info }[ Provisional 1( Voting History 1[ Validations ( Activity W[ Correspondence }

IMAGES

Signatures

=] WASHING[ON-DZI-THOR.J

Cancel Selact

Form Type: Alternative ID Document v
Attachment Notes: Piece of Mail

The image and its details will be uploaded to the registrant’s record.

After clicking “Scan Image,” follow the instructions on the page and click “Scan.” A preview of the image
will display. Click “Process” (blue arrow) to upload the image.

Cancel

Scan Form

Form Type:
= [ Washington State Voter Regisiration Form v |
R » Scan Image(s)
m 'thingtan State Voter Registration Form Select Scanner Canon DR-C225 TWAIN )
tim o at e My voss . g0 A

. [scan Both sides

OF WdaTe Fiur dUrrent registrati

oo v fom B - . _— _— Discard Blank Images

form 20 your couny elecsans 2

fadcrees on Back. _Show Scanner Settings on Scan

oo oF i iy oo

Desdiane

T reparation il e i afoct 4 Color Mode ' /B&W " /Gray ®'Color
st ool el o35 Vo e !

hspgzzi Resolution: | 300 ¥ |

Viting ity F —

You il oyt bt i the el

Cortat yont oty shochona ot o

aceera i voteg opiDee. ling addras, If different e

Publi Infarmatian ; -

¥ narme, addrase . and duma ol - '

o folpartor i Attachment Notes:

e mambae gl o

Notica
Kooy presciding Lata idesimasion

abeot youast e vour oualications.
o v -nmmmlmnu:c% 1y smmarn . 1t it i form
T o 0 SR 4 . Clyes O ne  1ama shizen of s Unites Suatns of Amaros.

: Dymm Done Dowill bt st 58 ymsers i by the et slpction.
Putiic Rensts Otfses

s v S form e § ol

erafits oflice. whate vou racevs! e

torm sl pemisn canfdesial snt wil B8
e far e rmglatewtion pur puses anly

R o deciieg o e i
» Edit Image

Show Image Editor

Rotate Right Rotate Left

e i L —

W e g farmes last name [T} st

e
S st 1 .
-

Dyrpia. Wih B804 022

[ ra———— -y e anil 19

Process

s
heew hare

=l

The image and its details will appear on the registrant record (green arrow below).

Registrant D 655573 County Lewis Status
SMITH, THOMAS GENE DOB  11/15/1939 (Age 79) Status Reason [[E0E

( Registrant Info

ImAGES

Images

Add New

Attachment Type Attachment Notes Dote Created Added By County Flagged For Remaval ‘ ‘ ‘

Washington State Voter Registration Form 2/25/2019 2:08:23 PM Laura Heckmann Lewis No View Edit | Delete
Washington State Voter Registration Form 2/22/2019 1:49:04 PM Chad Severson Lewis No. View Edit Delete
NVRA CONFIRMATION MAILING 2/22/2019 9:55:45 AM Ched Severson Lewis No View Egit Delete
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To run a report of the number of attachments for each record in the County, click the Reporting menu

and select Reports (red arrow).
Election M:

Advanced Search
Advanced Search Log
Audit Tables »
Ballot Froofing
Election Canvassing

. Public Records Requests

. Registrant Record Views

Select “Registrant Record Attachment Counts” from the reports menu (blue box, below). Click “View
Report” (teal box, below) to generate.

REPORTS
Report Description
Registrant Record Attachment Counts - Registrant Record Attachment Counts.
View Report
Registrant ID 655573 County Lewis Status =3
SMITH, THOMAS GENE DOB  11/15/1939 (Age 79) Status Reason [[EIE

Ballot Info ” Provisional M Voting History M Validations W Correspondence

IMAGES

{ Registrant Info

Signatures
Add New

Attachment Type Attachment Notes Date Created Flagged For Removal

Washington State \oter Registration Form 914804 PM

NVRA CONFIRMATION MAILING

/22/2019 9:55:45 AM No View Edit Delete

Images are a permanent part of a registrant’s record and may not be removed from VoteWA except by
certain authorized administrators in each county (red box above). Authorized administrators will see the
below message box appear when they click to delete.

Are you sure you want fo permanently delete this image?

Cancel n
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Activity Tab

The Activity tab (green tab below) stores all change history for a registrant record. This is a display-only

page. History cannot be added from this tab. Activity is a permanent part of a record and cannot be

deleted from VoteWA.

The Activity tab has 3 tables. The first shows the history of changes to a record (below). Each line
displays what was changed, when the change occurred, and which user made the change.

Registrant D 655573

SMITH, THOMAS GENE

{ Registrant Info M Ballot Info ” Provisional M Voting History M Validations ” Attachments m Correspondence W

County Levis Status [ acnve |
DOB 111511939 (Age 79) Status Reason [EEIE

HE]
Change Type Field Old Value New Value User Date Changed
Voter Registration Effective Date of Change 2010-02-12 2019-02-25 Laura Heckmann 2/25/2019 12:22:00 PM Undo
Voter Registration How Registered Online 2 Undo
Voter Registration Reg Form = Online Undo
Voter Registration Status Reason Moved Out of County Active Undo
Voter Registration Status Reason Voter Requested Act Undo
Voter Registration Status. Canceled Active Undo
Voter Registration Status Reason Active Voter Requested Undo
Voter Registration Status Active Canceled /22/2019 10:17:59 AM Undo
Imported Update Voter Last Voted Date Now 17 12:00AM Feb 13 2018 12:00AM 018 3:20:06 PM Undo
mported Updat Voter Last Voted Date Nev 7201 M /28/2017 4:55:18 PM Ungo
Imported Update Voter Last Voted Date Feb 11 2014 12:00AM Nov 8 2016 12:00AM 2016 1005:57 AM Undo
Regular Record Added 2/25/2014 10:02:29 PM Undo
A “Registrant Record Actions” table (below) displays actions to records not prompted from a new
registration form. Voting history, images, and merging are recorded here.
Registrant Record Actions
18

Action

User

County Name Date Changed

Attachment added to this record,

12 Primary election.

2 Special election.

Laura Heckmann

2/25/2019 2:08:23 PM

8/31/2018 12:54:39 PM

The “Registrant Record Views” table (below) lists the times a record has been viewed by VoteWA users.

Registrant Record Views

1

User

County Name

Date Viewed

Laura Heckmann
Laura Heckmann
Laura Heckmann
Laura Heckmann
Laura Heckmann

Laura Heckmann

2/25/2019 12:22:03 PM
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An audit report of all changes to voter records in the county can be run using the “Reporting: menu to

select “Reports” (red arrow).
Election Ma

Advanced Search
Advanced Search Log
Audit Tables »
Election Canvassing
Public Records Requests

Registrant Record Views

Select “Registrant Record Activity” and select date parameters to generate the report by user.
REPORTS

Repart: Description
Registrant Record Activity - Audit on registrant records displaying changes that occured and who made the changes.

* Specific Date:
Date Range:
2/25/2019

User

View Report

Correspondence Tab
The “Correspondence” tab (green tab below) displays all mail, phone, and email correspondence for
each registrant. Correspondence can be added, edited, and deleted correspondence here.

NOTE: Most mail correspondence should not have to be manually generated on this page. Mailings are
primarily created automatically through user processes in VoteWA, and are queued to be printed in a
county’s home queue for batch printing.

Correspondence is a permanent part of a registrant’s record and cannot be deleted. However, mailings
that have been created but have not been sent can be deleted. Once a registrant has been sent a
mailing, the record is permanent.

Registrant ID 655573 County Lewis Status

[ omve |
SMITH, THOMAS GENE DOB  11/15/1939 (Age 79) Status Reason [[EIE

{ Registrant Info M Ballot Info M Provisional M Voting History M Validations M Attachments ] PO Correspondence

I Create Mail Correspondence  Create Email Correspondence  Create Phone Correspondence I

Mailing Label

Notice Name Notice ID | Nofice Notes | Date Created Created By Date Sent. Sent By Time Elapsed (Days) RM:‘:‘("‘T; Date Returned Notice Retum Reason

i

2 to be Sent

Dymo Label | Delete | Egit
2/20/20199:5:45 AM | Chad Severson 2/22/2019 112900 AM | Updated Registration within County | Dymo Label Egit

View Sent Notice NVRA Confirmation Mailing | N-27462

Total ltems: 2

Click one of the three buttons in the green box below to add correspondence to a record.
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Click the “Create Mail Correspondence” button to see the following (below). Select a “Notice Name”
from the drop-down list, enter notes if desired, and then click “Insert Notice” (blue arrow) to insert an
unsent mailing into the registrant’s record.

[ Registrant Info M Ballot Info M Provisional M Voting History M Validations M Attachments 1[ Activity }

Create Mail Correspondence

Create Email Correspondence

Create Phone Correspondence

Motice Name Acknowledgement Notice

¥

Notes:
Insert Notice Close
P
After the page refreshes, the record will appear on the page (orange arrow).
[ Registrant Info ” Ballot Info ” Provisicnal M Voting History M Validations M Attachments ]
Create Mail Correspondence  Create Email Correspandence  Create Phone Correspandence Mailing Label
Notice ID | Notice Notes | Date Created Created By Date Sent Sent By Time Elapsed (Days) g:‘:‘k’:; Date Returned Notice Return Reason

M | Laura Heckmann Dymo Label | Delete | Eoit

Notice Name.
View Notice to be Sent dgement Notice | N-2747
View Sent Notice A Confirmation Mailing | N-27462

Total ltems: 2

M | Chad Severson

2/20/2019 9:55:45 AN

Chad Severson

2/22/2019 11:29:00 AM | Updated Registration within County

Dymo Label

Click “View Notice to be Sent” (green box) to see a copy of the mailing to be printed and sent to the

registrant.

To add email or phone correspondence, click the “Create Phone Correspondence” or “Create Email

Correspondence” button.

Note:

@ Insert Correspondence
| e |

Enter the information in the box next to “Note:” then click the “Insert Correspondence” button (orange

arrow).

The correspondence is now stored with the voter record.

Time Elapsed | Mark as

Notice Name Notice | Notice Notes Date Created | Created By | Date Sent Sent By Date Retuned | Notice Return Reason
D (Days) Returned
Thomas was emailed 3 link to our county website on
EMAIL N- 2/25/2019. 2/25/2019 Loura 2/25/2019 7 Dymo -
CORRESPONDENCE 27473 247:31 PM Heckmann  247:31 PM Lobel £EE3
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To print mailing labels for this registrant, click the “Mailing Label” button (green box).

[ Registrant Info ” Ballot Info M Provisional M Voting History M Validations M Attachments W Activity | SIS

Create Mail Correspondence  Create Email Correspondence  Create Phone Correspondence
Notice Name "‘l‘j‘““g Notice Notes Date Created | Created By | Date Sent Sent By (Tl‘)':;;""“d z‘:"ukr:; DateReturned | Notice Retum Reason
The label information is editable and may be printed with a Dymo label printer.
MaAILING LABEL
Close
NQTE: You must have a Dymo printer installed to print labels.
Registrant Mailing Address Registrant Seasonal Address
THOMAS GENE SMITH
124 KOBE RD
CHEHALIS WA 98532
#Labels 1 Print #Labels 1 Print

Adding a New Registrant

Select “Voter Registration” from the top menu bar, then select “Scan Forms” (blue arrow).

el
.

g

& Laura Heckmann %) Logout
S
Role(s): County Administrator
*w . 2 naany zoo-2sors
A A

Version: 13120491
£ .3 Reporting  Election Management ~ County Utilities  Help Search for registre DOB Q| |Registrant ID/Barcode Q
Add Registrant

Deceased Records Search .

Lewis County
Felony Records Search
elony Records Seard Current Active Voters 46,444
Mentally Incompetent Records Search Total Registerad Voters:51,010

Possible Duplicate Registrants %

SYse| 73 Jepude)

Process Returned Notices
Total Registrants
Purge Registrants %

UOCAVA Voters 7
> Deceased 1
> ERIC Cross-State Review 17
> ERIC In-State Review 72
b FailedID Check 3

Failed ID Check for Two Federal
General Elections

> Flagged Records 3
> Forms o be Scanned 89

> Inactive Two Federal General Elections 64

P Mass Update - Precinct Spiit Change 1 Update All Reject All Export CSV.
> NCOA Cross-State Re 576
> NCOAIn-State Re 1857
Notice of Incomplete Registration - Over
> 3 Update Al
45 days
> Online Voter Registrations (New) 2
> Online Voter Registrations (Update) 3
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Scan voter registration forms individually or in batches. Select the appropriate form type from the “Form
Type” drop-down menu (red box). Select the installed scanner in the “Select Source” drop-down (blue
box). Click “Scan” (blue arrow)

M Voter Registration  Reporting  Election Management  County Utilities  Help ‘Search for registrants Last, First poB Q| Registrant ID/Barcode Q

ScaN Forms

Form Type: | Select 2

‘Show Scanner Settings on Scan

Color Mode OBaw Oray ®color
Scan

A preview of the scanned image(s) will show. A box below the form has an image of the clipped
signature (blue arrow).

NOTE: If the signature is not completely captured, click and drag a box around the signature and click
“Create Signature from Selection” (this button will only appear AFTER clicking and dragging the box).
Click “Process” (red box).

Scan Forms
]

= Form Type: [ Washington State Voter Regis ¥

Scan Image(s)
Select Source
anon DR-C225 TWAIN

- Edit Image(s)

Show Image Editor

Rotate Right Rotate Left

Process

Signature
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A pop-up window will appear. Click OK.

Upload success. Scanned forms can be found in your Home
queue.

Click the “Home” icon (red box below) to navigate back to the home screen to process the form.

V(:ewé‘ /5) |

Voter Registration ~ Reporting  Election Management  County Utilities  Help Searc for registrants Last, First D08 Q| |Registrant ID/Barcode Q

Laura Test 2 - 2/19/2019

The scanned forms are on the home screen in the section called “Forms to be Processed.” Expand the
arrow next to the appropriate form type (blue arrow). Click “Select” next to the form to process.

Forms to be Processed:

Item Total
> Challenge Letter 6 Process Next
Washington State Voter Registration
Image Date Added ¥ Scanned By Date Locked Locked By
Select 2/19/2019 7:13:29 AM Laura Heckmann
Select 2/19/2015 71328 AM Laura Heckmann
Select 2/18/2019 41945 PM Laura Heckmann
Select 2/18/2019 4:19:43 PM Laura Heckmann
Select 2/18/2019 11:49:35 AM Laura Heckmann
Select 2/6/2019 12:26:36 PM Chad Severson
Select 2/6/2019 1226 33 FM Chad Severson
Select 2/6/2019 122631 PM Chad Severson
Select 1/30/2019 8:46:20 AM Chad Severson
Select 1/29/2019 9:23:53 AM Laura Heckmann
la || 4 nz 345678910 p| | Pagesze gy o 93 items in 10 pages
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This is the “Process Form” page. The image of the form is on the left and a search screen is on the right.
Fill in the fields with the registrant information and click “Search” (red box).

Open In New Window

Process Form

Previous Form

Search for Registrant
Last Name:| HECKMANN
First Name: LAURA
SSN4:
DOB: 01/29/1988
WA DL/D #:
OR

Form Type:
Washington State Voter Registration Form

Close

Delete Image

Scanned By
Laura Heckmann

Next Form

Scanned Date:
2/19/2019 7:13:28 AM

If the system matches on an existing registrant, the record(s) will appear below the search window.
Select one of the existing records by clicking "Select this record” (blue box) or process as a new

registration by selecting “Add New Registration” (green box).

Open In New Window

ate Voter Registration Form

Process Form

Next Form

Previous Form Close
Search for Registrant
Last Name:| HECKMANN
First Name:| LAUR
SsNa
DOB: 01/20/1588
WA DLID #
orR
Registrant ID
Search
(epiiem || =R || ooy || oo SSN4 | DOB Residence Address DUD | Staws | SEUS
[} Type B Reason
321 WINSTON
HECKMANN. CREEKRD
01128/
select this recordff | 11968057 | sot | Lewis | [ 1234 | omenses | SEECRSL L Active | Active
.| HECKMANN, . 656 BROCKWAY RD » »
Selectthisrecord | 11968083 | Soft | Lewis | il onartses | o Active | Active
| Add New Registrant I Delete Image
Form Type Scanned By Scanned Date
211972019 7:1328 AM

Washington State Voter Registration Form

Laura Heckmann
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If the registrant’s information does not currently exist in the system, a pop-up window will show.
Process the form as a new registration. Click OK.

The information you entered does not match any existing
registrant records on file. Proceed to enter this registrant with

a new record.
Sones n

This is the “Add Registrant” screen below. It will be populated with the existing record selected or with
the new information entered in the search fields. The scanned form is on the right for data entry
reference.

Note: The “Open in New Window” button will allow opening the image in a separate window (blue
arrow).

ADD REGISTRANT

Close Clear Al Fields Run Checks

Enter Registrant Info Check DOL Duplicate Record Match Deceased/Felon/incomp Checks Add Registrant

‘WA DL/ID # SSN4.
Open In New Window
DOL Pull 00x s
Last Name* First Name Middle Name Suffix DoB* Gender
TEST TEST Select 01/01/1988 Select | w
sshiogt

«

Residence Address”  Non-Standard Unit Type Uit # City* Zip*
Search for address Select | v

Malling Address. _Foreign Address Line 2 City State Zip
if diffrent than Residence Address Select | v
Add Seasonal Address
Phone Mobile: Email
O [
U.S. Citizen® Subscribe to Updates.
U Yes - No U Blank ) By Email | By SMS [ IUOCAVA

Previous Registration Info

Last Name First Name Middle Name Suffix
Select | w
Address. city State Zip
Setect |
Office Use Only
Registration Date"  Source of Registration® How Registered" Form Language
Setect - Setect ~ |setect -
Registration Status® Registration Status Reason"
Actve v Active - Add Note
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Add the driver’s license number of the voter in the WA DL/ID # field and click “DOL Pull” (red box). This
will populate all available information from the license into the appropriate fields.

App REGISTRANT

Close  Clear Al Fields I Run Checks I

Enter Registrant Info Check DOL Duplicate Record Match Deceased/Felon/incomp Checks
WA DLID # SSN4
Open In New Window
DOL Pull G .

If there is no driver’s license information, fill in available information for name and date of birth and run
the necessary checks (yellow flags).

Check DOL Duplicate Record Match Deceased/Felon/Incomp Checks
Click “Run Checks” above the flags (purple box, above). A pop-up window will appear with a spinning circle
as the checks are conducted. If all pass, small checkmarks will show next to each yellow flag.

If the DOL check is unable to find a match on either a driver’s license number or SSN4, a blue warning
appears at the bottom of the screen.

Bypassing the checks will flag the registrant as “Failed ID Check.” Selecting “Close and Review Record” will
enable editing of the data entered.

To Byrass DOL CHECK CLICK '‘ByrPass DOL/SSN4 CHECK'

Bypass DOL/SSN4 Check

Close and Review Record

NOTE: The “Failed ID Check” flag will place the registrant in the home queue as “Failed ID Check” (below)
until the ID requirement has been satisfied. The registrant will remain active.

b Failed ID Check 3
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If the duplicate record match finds an existing record, the following screen will be visible:

Red Box: Clicking “Match” will connect the existing voter to the new information and assign it the existing
ID.

Green Box: Clicking “No Match” will create a new registration, and NOT link to the potential match.

Yellow Box: If there are multiple matches and none are the new voter, click “Dismiss All Matches” to avoid
clicking each one individually.

Blue Box: This button returns to the record without applying any changes.

DupLICATE RECORD MATCH
| Dismiss All Matches

Close and Review Record
Registrant ID | Match Type | County | Name Residence Address Zip SSN4 | DOB WADL/ID# | Status Status Reason Effective Date of Change
Match il No Match 1968057 Hard Lewis HECKMANN, LAURA E 763 COy REEK RD 98532 1234 01/29/1988 Active Active
Match Il No Match | | 11968083 Soft Lewis HECKMANN, LAURA E 658 BROCKWAY RD 93532 01/29/1988 Canceled | Moved Out of State

If the deceased/felon/incompetent checks match finds an existing record, a variation of this screen will
display. If the record is matched to an existing deceased record, the status will update to “Canceled” with
a reason of “Deceased.” If the record matches a felony record, the status will update to “Pending” with a
status reason of “Potential Felon.”

DeceaseD RECORD MATCH

Close and Review Record

Match Type First Name Middle Name Last Name Suffix DOB SSN4. Residence Address City St Zip

Match Mo Match Soft JAMES C WILSON 07/10/1963 1532 123 MAIN ST TOLEDO, WA 65656

The checks can be run at any time during data entry.

The Residence Address (pink box) must match an address point in TotalAddress for easy processing.
After entering the first few digits of the street address, select from a drop-down of verified address
points. This selection will autopopulate the rest of the address fields.

Residence Address™ Mon-Standard Unit Type  Unit# City* Zip*
678 Select -
Mailin 678 BURNT RIDGE RD ONALASKA 98570 Address Line 2 City State Zip
“ 678 CHILVERS RD CHEHALIS 98532 Select | v

678 HAYWIRE RD CHEHALIS 98532

| 678 HIGHWAY 603 CHEHALIS 96532

678 N FORK RD CHEHALIS 98532

678 OPPELT RD CHEHALIS 98532

”-?l;ei 678 PLEASANT VALLEY RD MINERAL 98355 :':Er;'::“t” Ug;"gﬁ; UOCAVA
678 SHANKLIN RD ONALASKA 98570

Previt 678 Sy CHEHALIS AVE CHEHALIS 98532

Lastl o78 TENNESSEE RD WINLOCK 98596 paddicliamo i

Add

Phon
S
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VoteWA uses TotalAddress, a GIS-based address management software, to automatically assign
registrants to the correct precincts.

If different from the residence address, fill in a separate mailing address directly below the residence
address. The mailing address is not connected to TotalAddress but is standardized.

Directly below the mailing address, a seasonal address (blue arrow) can be added with an effective term

(blue box).
Mailing Address Fareign Address Line 2 City State Zip
‘ Seasonal Address Foreign Seasonal Address Line 2 City State Zip
Effective From® Effective To*
Recurring Annually

Below the address fields is the citizenship selection. Anything other than “yes” will automatically place
the registrant into a status of “Rejected” until citizenship requirements are satisfied.

U.S. Citizen®
* Yes '/ No ' ' Blank

“Subscribe to Updates” (green box) will queue text message or email versions of any correspondence
generated for the registrant.

Checking “UOCAVA” (red box) will allow selection of ballot preference and type.

Ballot Preference® UOCAVA Type*

Subscribe to Updates _
By Email | By SMS ZIUOCAVA Email - | .

After all appropriate fields and record checks have been completed, the “Add Registrant” button will be
activated in the upper right-hand corner of the “Add Registrant” screen (green box). Click “Add
Registrant.”

v Enter Registrant Info v Check DOL v Duplicate Record Match v Deceased/Felon/Incomp Checks Add Registrant
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The screen will refresh with the new registrant’s Registrant Info tab (below). Important: Note the
“Unsent Notice(s)” in the registrant’s record (blue arrow).

& Laura Heckmann %) Logout
s } i i Role(s: County Adrinisrator
$ RN E

Version: 13.19052.5
M Voter Registration  Reporting  Election Management ~ County Utilities  Help.

Search for registrants Last, First DOB Q| |Registrant ID/Barcode Q
Registrant ID 11968086 County Lewis Status =3
WONDERLAND, WINTER DOB  06/05/1934 (Age 84) Status Reason [[50E
Registrant Info | MR R00) ” Provisional M Voting History M Validations M Attachments M Activity I Correspondence. I
Residence Address Mailing Address Update Record  Add To Race District Type District Name
Legislative Legislative District 20
9 658 NW LAFAYETTE ST 658 NW LAFAYETTE ST @ UOCAVA: Overseas Military
CHEHALIS, WA 98532 CHEHALIS, WA 98532 L B RE fieie: BT 7o
X Failed ID Check ~
Commissioner
SSNd: 1234 Gender: Commissioner
WA DL/ID # Form Language: English
Registration Date: 212212019 Phone: (765) 745-6765 ict3
Effective Date of Change: 2/22/2019 Mobile: (895) 456-7834
Source of Registration: Armed Forces Recruitment Offices Email: TEST@TESTCOM

Previous Name:

Unsent Notice(s) o
cknowledgement Notice 2/22/2019 9:27:19 AM View PRECINCT S

port

port

Public Utiity

Public Utiity PUD District

Clicking the “Unsent Notice(s)” view button (blue arrow above), will navigate to the registrant’s
Correspondence tab, at which there is a new Acknowledgement Notice waiting to be printed out and
mailed to the voter. The “Correspondence Tab” (red box, above) will also bring up the information.

The “Add Registrant” screen can be accessed by hovering over the “Voter Registration” menu at the top
of the screen and selecting “Add Registrant” from the drop-down menu (blue arrow).

: 3 H
g& 2 ﬁ;:m i
o i v
AR 75 i »
ﬂ Voter Registration Reporting Election Management  County Utilities Help
‘ fd Regstrant

At the “Add Registrant” screen, the user will be prompted AFTER adding the registrant to scan a form.

Forms to be Scanned
Date

0272272019

LN
]
cu
o
i
(T
=]
=

After processing a registration, there is a “Forms to be Scanned” table on the Registrant Info tab for
convenience (pictured above). Click “Scan” (purple box) to scan the form and clear this flag.
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If this is not done, the registrant record will be flagged in the “Forms to be Scanned” tasks item in the
Home queue, and registrants will remain in this list until forms are scanned for each registrant.

P Forms to be Scanned

a0

Click “Scan” (purple box above) and then on the Scan Forms page (below) choose a Form Type (blue
arrow) and click the Scan button (green box).

Scan Forms

Form Type: | Select

Scan Image(s)

Select Source | Canon DR-C225 TWAIN
Duplex (Both Sides)
Show Scanner Settings on Scan

Color Mode /Baw "'Gray '"®'Color

Scan
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Once the form is scanned, an image of the form will be visible, as well as the signature box below (red
box, below). If the captured signature needs adjustment, click and drag the desired area to save a new
signature clip. Then click “Process” (orange box, below).

Scan Form

= . Form Type:
= Washington State Voter Registration Form ¥
kil it » Scan Image(s)
[mstsmtane ] k State Voter Reg Form Select Scanner | Canon DR-C225 TWAIN ¥
Repate i o e vt ok g
oo [lrematetemene
e e e Scan Both Sides
l widille il Discard Blank Images
s o R e 'Show Scanner Settings on Scan
Deaditne
e e et e R — Color Mode 'Baw 'Gray ®color
e Wiy lns spts boos Elecron Doy X
Resolution: | 300 ¥
Ve a > L
o il e v idor e k.
Comact your poemy aiectans e o
Scensabin vt cxins g widvia. 1 Bl o
Attachment Notes:
shane mumbar iapronal el aticeess Gapricnst
2l ouammenson ]
P ————
Owms Omo ema cltiaen of the United Strtes of Americs
o o Ll e ot bt 18 yours ol by The nent slertien.

» Edit Image

Show Image Editor

o mry Hin 8 ceemptain s
Wearseagion Snate Elmstions Ofvimon

Rotate Right Rotate Left
Camtact intormation

e e o e o e ot
A ————————

Process

After the form has been successfully processed, the registrant’s Attachments tab will show the scanned
form (blue arrow).

{ Registrant Info_ || Ballot Info M Provisional M Voting History M Validations W Correspondence

IMAGES

Signatures
Add New

Attachment Type Attachment Notes Date Created Added By County Flagged For Removal

Washingten State Voter Registration Form 2/22/2019 122017 PM Laura Heckmann Lenis No View Edit Delete

VoteWA generates letters to send to the registrant’s previous state of registration. These letters can be
found by hovering over “Reporting” at the top of the screen and selecting “Reports” (red box).

A Voter Registratior [Tl Election Milhagement  County Utilities  Help ‘Search for registrants Last, First poB Q| |Registrant ID/Barcode Q

Advanced Search

Advanced Search Log Lewis County

Audit Tables > Current Active Voters:46 444
Election Canvassing Total Registered Voters:51,012

Public Records Requests

Syse[ 13 Jepuafed

Tasks:¥ e gictrant Record View:

Total Registrants
1
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Select “Previous Registration State.” Select a date range and click “View Report (blue arrow).

Report. Description

Previous Registration State - Letter generated to mail states when a registrant registers in your county from out of state
From:

2/22/2013

To

2/22/2019

This report will generate a separate letter for each state, within the given date range, the registrant’s
record specifies as a previous registration state. Below is a preview of the letter.

Voters with Prior Registrations
From Lewis County, Washington

Diear Sir or Madam:
Enclosed please find a list of all voters who have moved into our county from yoeur county. This list provides detailed information for each voter. Please verify the
information for each voler listed.

Name Residence Current/Previous Mailing DOB f Reg Date Signature
657 BUNKER AVE ONALASKA WA 06/04/1534
OHARA, SCARLETT 98570
123 MAIN ST ATLANTA GA 12345 02/22/2019

Page 50| 174




VoteWA

VOTEWA USER GUIDE

OFFICE USE ONLY

At the bottom of the Add Registrant screen, see a section labeled “Office Use Only.” This is where you
will enter information not found on the voter registration form will be, but will be used throughout
VoteWA to track information, populate reports, and maintain voter status.

Office Use Only
Source of Registration™} How Registered™ Form Language

Select v select v aselect v

Registration Date™

Registration Status™ Registration Status Reason™

Add Note

Active *  Active -

Purple box: For new registrations, the user will be required to select a Registration Date from the
calendar. This date will be saved in the system as the original date of registration for this record.

Red box: Source of Registration is is where the registration came from. This is stored in the system and
used in the EAC Survey. Below is the list of options in the Source dropdown (light green box, below). This
is a required field.

Motor Vehicle
Online Registration
ALTSA

CsD
| DOH
| DWVR

HBE

{ Federal Post Card
Other State Agency
Registration Drive
Other
Returned Motice
Armed Forces

1 Recruitment Offices

Auditors Office

lOther State Agency -

Light Blue box: How Registered is how to indicate how the registration is received from the voter. Below
is the list of options in the “How Registered” dropdown (blue box). This is a required field.

How Registered”

|Fa>< v

3§ Mail
In Person
Fax

. Electronic v

Page 51174



VoteWA

VOTEWA USER GUIDE

Orange box: This is where to select a Form Language preference for the voter, if indicated on the
registration form. This is not a required field. This selection effects ballot issuance and notice
generation, if notices and ballot styles have been created in the selected language. The language
preference selected by a voter through Online Voter Registration will show here.

Green box: Registration Status and Registration Status Reason. These are both required fields, and will
display in the upper right-hand corner of every voter record. Selecting from the status drop down will
determine what selections is listed in the status reason dropdown. The system will know what notice to
generate based on the status of the voter at the time the registration is added or updated.

For Registration Status: Active, the only status reason available will also be Active (below). Any
registration with a status of active shows up in the quick search and be eligible for ballot issuance for
elections within their assigned districts.

Registration Status™ Registration Status Reason”™

Active *  Active -

Below are the status reason options for Registration Status: Rejected. A registration status of Rejected
will not show up in the quick search and will not be issued ballots (this status can be searched on in the
advanced search).

Registration Status™ Registration Status Reason™

Rejected v | v

MNon Citizen - Invalid Proof

Provisional Mot Counted A

Below are the status reason options for Status: Canceled. A registration status of Canceled will not show
up in the quick search and will not be issued ballots (this status can be searched on in the advanced
search).

ast Name F Deceased
Declared Incompetent
Registration Challenged
«ddress
Felon
No ID Provided for Two Federal Elections
Voter Requested
Inactive for Two Federal Elections
Registration Date” No Response to Verification Notice
[ Registered Out of State
Registration Status™ Duplicate M
Canceled - v
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Below are the status reason options for Status: Pending. A registration status of Pending will not show
up in the quick search and will not be issued ballots (this status can be searched on in the advanced

search).
Incomplete Registration
Future Voter (Under 18)

Potential Felon

Registration Date” Registered After Deadline

[ Potential Decsasad
Registration Status® Address Review
Pending - | -

When selecting the Incomplete Registration Status Reason for a Pending status (blue arrow, above),
there will be a prompt to select an incomplete reason from the dropdown below. One or multiple
reasons can be selected.

Citizenship Box Not Checked
Incomplete Address

Invalid Address

Missing Signature

Signature Mot Readable

Missing Birthdate

Missing Physical Address
Multiple Missing Required Fields

Mon-precinctable Address

On the right-hand side of the “Office Use Only” section, see a button labeled “Notes” (light blue box,
below).

Add Note

Clicking this button will bring up a free form text box (red box, below), where notes to associate with the
record can be entered. These notes will appear on the Registrant Info tab.

Registrant Record Notes
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There are differences between updating an existing voter versus adding a new one. For existing voters,
you will see several of these fields auto-populated (yellow box, below).

- The Registration Date will be populated with the original date the registration was entered (red

arrow)
- The Effective Date of Change will default to the date you update the voter, but is editable (green
arrow).
ffice Use Only
Registration Date™ Source of Registration® How Registered™ Form Language Effective Date of
03/25/2016 Z Walk In *  WalklIn ¥ | Select - Change”
032502016 | (@
Registration Status™ Registration Status Reason™ Ballot Reissue Option®
Active ¥  Active v :I%S Add Note

There is one additional status option when updating an existing voter: Inactive. Below see the

Registration Status Reasons available for an Inactive status. Voters with an inactive status will show up
in the quick search, but will not be issued ballots.

Registration Status™ Registration Status Reason™

Inactive v ‘ -

Undeliverable Mail

Moved Out of State
Moved Out of County

Address Review

Purple Box, above: Another option is the Ballot Reissue Option. This option will appear when updating
an existing voter who is elibigle for the selected election. This is a required field before updating the

voter if a ballot has already been issued. Clicking “Yes” will place a new ballot into the “Outbound Ballot
Processing” page (covered in a separate section of this user guide).
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Updating an Existing Registrant
To process a voter registration form, enter the last name of the registrant in the upper right-hand corner
of the Quick Search (red box).

& Laura Heckmann %) Logout

Lewis County.
& mh i ) % Role(s): County Administrator
T g Y o 2o

Version: 13.19058.3

M  VoterRegistration  Reporting  Election Management ~ County Utilities  Help 0B Q| | Registrant ID/B:

e Q

If a registrant exists in the system, the name(s) will appear in a drop-down (below). Click the name to
open the record. If more than one record exists, all will appear in the drop-down.

WOMDERLAND|

WONDERLAND,WINTER
11968085
LEWIS

6/4/1956 62

Click the “Update Record” button (blue arrow) and follow the same steps for Adding a New Registrant.

RegistrantID 11968085

County Lewis Status =3
WONDERLAND, WINTER DOB  06/04/1956 (Age 62) Status Reason [[EIE
[EV N Ballot Info M Provisional ]( Voting History ” Validations M Attachments W Activity { Correspondence }
Residence Address Mailing Address Update Record  Add To Race District Type District Name
Legislative Legislative District 20
e 768 N FORK RD 765 N FORK RD X Failed ID Check
CHEHALIS, WA 98532 CHEHALIS, WA 98532-8666 P AGATE PCO
Commissioner Comm Dist 3 Sub-Dist 3
SSNa: 1234 EoriE Commissioner | Gounty Comm Dist #3
WA DLIID # Form Language: English
Registration Date: 22112019 Phone: (765) 765-7765 Fire Fire Dist. #6-Chehalis
Effective Date of Change: 212512019 Mobile: (765) 765-4567
Source of Registration: HCA Email: TEST@TEST.COM Judicil
Previous Name:
Judicial
Forms to be Scanned Unsent Notice(s) Judicial Supreme Court
[ ‘ Notice Name Date Created ‘
02/2272019 Scan. Cle: ‘ Acknowledgement Notice 2/25/2019 3:52:16 PM View ‘ School Chehalis sehaol Distrct 2302

PRECINCT SPLIT | 0002.3

PRECINCT Agate

Congressional | Congressional District 3
Port. Chehalis Port CD #1
Port Chehalis Port District
Public Utility PUD Dist Comm #1
Public Utiity PUD District

If the name is a match with a registrant registered in another county, click the “Transfer Record” button
(green arrow) next to “Add Races” and follow the same steps for Adding a New Registrant. This will or
move the registrant to the new county’s files.

Transfer Record Add To Race
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Counties are notified in their home queues whenever their registrants are transferred to another
county. For a report of all registrants that have been transferred out of a county, go to the Reporting

menu and select Reports (red arrow).
Election M

Advanced Search
Advanced Search Log
Election Canvassing
Export EAC Data

Public Records Requests

Registrant Record Views

) T

Page 56| 174



VoteWA

VOTEWA USER GUIDE

The Registrant Transfers reportwill generate the report of any registrant records that have been
transferred out of a county.

REPORTS

Report Description
Registrant Transfers - Shows the transfers in and out of the county.

From

2/27/2019
To

2/27/2012
View Report

Deceased Records Search
All Deceased Records will be stored permanently on the Deceased Records Search page. This page is
found under the Voter Registration menu (red arrow).

Voter Registration Reporting Election Mar

Add Registrant

» Deceased Records Search

Use any field (or a combination of fields) to search (green box). The search filter is automatically set to
“Contains,” so partial names may be searched.

DECEASED RECORDS SEARCH

Insert Mew Deceased Record

First Name SSN4
Middle Name DOB mm/ddyyy
Last Name DOD mmsddryyyy
City
Zip _

Search | Reset
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Results display at the bottom of the page (blue arrow below). Deceased individuals will be listed here

whether registered or not.

DECEASED RECORDS SEARCH

Insert New Deceased Record

First Name SSN4
Middle Name DoB
Last Name SMITH DoD
City

Zip

Search  Reset

mm/ddlyyyy
mm/dd/yyyy

Search Rasults

Last First Middle
Name Name Name

SMITH

Suffix Gender SSN4 DOB DOD Residence Address

MICHAEL SPENCER 100271981 2/26/2019 123 MAIN ST

TOLEDO WA

e
State Zip  Record Added

88886 2/26/2019 7:16:23 AM

To insert a deceased record manually, click “Insert New Deceased Record” (orange box below).

DECEASED RECORDS SEARCH

Insert Mew Deceased Record

First Name SSN4
Middle Name DOB
Last Name DoD
City

Zip

Search Reset

mmyddfyyyy
mmyddfyyyy

The screen below will appear.

DECEASED RECORDS SEARCH

Insert New Deceased Record
Insert Deceased Record

Last Name SMITH SSN4
JASON DOB

Middle Name DOD

First Name

Suffix Select  ~ Gender

Residence Address

City

State WA
Zip

Insert | Cancel

G/14/1867
2/27/2019

Select -
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Once data have been entered, click “Insert” (red box above). Required fields are Last Name, First Name,
DOB, and DOD.

When the record is inserted successfully, the fields will clear and a green message will appear at the
bottom of the screen (blue arrow).

DECEASED RECORDS SEARCH
Insert New Deceased Record

Insert Deceased Record

Last Name SSN4 .

First Name DOB mm/ddyyyy
|Middle Name DOD mm/ddfiyyy

Suffix Select - Gender Select -

Residence Address
City

State WA
Zip

Insert  Cancel

DEcEASED RECORD ADDED SUCCESSFULLY

Felony Records Search
All Felony Records will be stored permanently on the Felony Records Search page. This page is found
under the Voter Registration menu (red arrow).

Voter Registration Reporting  Election Mani

Add Registrant

Deceased Records Search

» Felony Records Search

Use any field (or a combination of fields) to search, then click the “Search” button. The search filter is
automatically set to “Contains,” so partial names may be searched.

FELONY RECORDS SEARCH

Insert Mew Felony Record

First Name S5N4 _
Last Name DOB mm/dd/yyyy
Alias Sentence Date mm/dd/yyyy
City Case Number
Zip .

Search  Reset
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Results display at the bottom of the page (blue arrow). Individuals with felony records will be listed here
whether they are registered or not.

FeLony REcorDSs SEARCH

Fsan e Falany Recand

Flr=t Hame T B
Lasl Mama OCoE ey
Afip Sevience Dipgs ey
Ciy Case Mumber
]
Sgarch B
Search Aesulls
Lazt First Fiddic == X Rcsidenoe £ e Scroec h Fiooord] Coreiciion
== ChiE . iy " = i
s R M S | 55N | DOE ot City Mate | Tp — e Hamber | A e e
Denng
P AETEL 14 . .
a1
3 D'zaznng
F | SHATE A5 CRAReRL ERE WA, i i Exii
L (1]
BTG
T '._' b TFRE ) = )= > o ': =+ .'_r I Y ""I' "= 1y T_\..' = =
)
VL2018
VHEAT ENTOMIT | HAT H&MIF il Thad 505 Eoii

To mark a felony conviction as satisfied, State users can click “Edit” (green box above). Check the box
next to “Conviction Satisfied” (blue arrow) and then click “Update” (orange arrow) to update the record.

Lai Fist it igizic : Resideqnioz = Senlerce Rexane Wl i
B d] & 5 [ 5
e Hame YT Suffre | S5 DO Aidsecs iy dwie | T (s s Blarber | dlas £ Spriciad
VLIS
EACEY AFTHLR | BATHAMEL [T LT S5 (=4
g
Camaztion Sah e

Lpdaga Cancal

When a felony conviction is satisfied, it will not be checked against registrant records in VoteWA again.

To insert a felony record manually, click “Insert New Felony Record” (orange box below).

FELONY RECORDS SEARCH

Insert New Felony Record

First Name S5N4 _
Last Name DOB mm/ad/yyy
Alias Sentence Date mm/ad/yyyy
City Case Number
Zip -

Search  Reset
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The following screen will appear (below).

FELONY RECORDS SEARCH
Insert Mew Felony Record

Insert Felony Record

Last Name SMITH SSN4 1234
First Name ADAM DOB 5/13/1956
|Middle Name Sentence Date 2/27/2019
Suffix Select |~ Case Number (123412341234 ]
Residence Address 123 MAIN ST Alias
City TOLEDO
State WA
Zip 22828
Insert | Cancel

Once the data is entered, click “Insert” (red box above). Required fields are Last Name, First Name,
Residence Address, City, State, Zip, SSN4, DOB, Sentence Date, and Case Number.

When the record is inserted successfully, the fields will clear and a green message at the bottom of the
screen will appear (blue arrow).

FELONY RECORDS SEARCH

Insert Mew Felony Record

Insert Felony Record

Last Name S5N4 .
First Name DOB mm/ddyyyy
|Middle Name Sentence Date m/dd
Suffix Select - Case Number
Residence Address Alias
City
State WA
Zip 32838
Insert  Cancel

FELON ADDED SUCCESSFULLY

Mentally Incompetent Records Search
All Mentally Incompetent Records will be stored permanently on the Mentally Incompetent Records
Search page. This page is found under the Voter Registration menu (red arrow).

Voter Registration Reporting Election Man

Add Registrant

Deceased Records Search

Felony Records Search

- Mentally Incompetent Records Search
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Use any field (or a combination of fields) to search, then click the “Search” button.

MENTALLY INCOMPETENT RECORDS SEARCH

Insert Mew Mentally Incompetent Record

First Name S5N4 _
Last Name DOB mm/ddfyyyy
Alias Sentence Date mm/ddyyyy
City Case Number
Zip .

Search  Reset

Results display at the bottom of the page. Individuals with mentally incompetent records will be listed
here, whether they are registered or not.

To intert a Mentally Incompetent record manually, click “Insert New Mentally Incompetent Record”
(orange box below).

MENTALLY INCOMPETENT RECORDS SEARCH

Insert Mew Mentally Incompetent Record

First Name S5N4 _
Last Name DOB mm/ddfyyyy
Alias Sentence Date mm/ddyyyy
City Case Number
Zip -

Search  Reset

The following screen will appear (below).

MENTALLY INCOMPETENT RECORDE SFARGH
Inzert Mew Mentally Incomipetent Record
=0 H’!I‘Iﬁﬂj‘ Incompetent Recard

Insart | Cance

Lt lama SMITH S5M4 34
Firei Marma ADAM i} B MRS
Maldle Nama Seatenoe Dale 22T 15
Eaffix el b Cace MNermbsar _
Rumidance Sddraas 23 MAIN 5T Al
Ciy TOLEDD
Stahe WA,
Tip PR
—

Once all data is entered, click “Insert” (red box above). Required fields are Last Name, First Name,
Residence Address, City, State, Zip, SSN4, DOB, Sentence Date, and Case Number.

Page 62174




o VoteWA

When the record is inserted successfully, the fields will clear and a green message will be visible at the
bottom of the screen (blue arrow).

MENTALLY INCOMPETENT RECORDS SEARCH
Insert New Mentally Incompetent Record

Insert Mentally Incompetent Record

Last Name SSN4 .
First Name DOB mm/dddyyyy
|Middle Name Sentence Date mm,/dd/yyyy
Suffix Select | ~ Case Number
Residence Address Alias
City
State WA
Zip .
Insert  Cancel

RECORD ADDED SUCCESSFULLY
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<Page Intentionally Left Blank>
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TOTAL ADDRESS
Adding a New Address Point in TotalAddress

TotalAddress allows the user to add an annex or new location within the TotalAddress application.

When an address is NOT found, “No address found” will appear (below).

Residence Address™ MNon-Standard
123 FENCE 5T] |

Mailin
No address found

Add Seasonal Address
Complete the address fields with the information provided on the registration form and proceed with
completing the registration as normal.

Once the registrant has been successfully added, the message “Address Verification” (red box, below)
indicates a queue item to process.

Registrant ID 11968096 County
HARRISON, GEORGE DOB
Registrant Info { Ballot Info W( Provisional W{ Voting History W( Validations W( Attachments W( Activity W{ Correspondence 1
Residence Address Mailing Address Update Record Add To Race
e 123 FENCE ST 123 FENCE ST X Failed ID Check
TOLEDO, WA 98591 TOLEDOQ, WA 98591
SSN4: 1234 Gender:
WA DL/ID #: Form Language: English
Registration Date: 31412018 Phone: (545) 345-7657
Effective Date of Change: 31412018 Mobile:
Source of Registration: DVR Email:

Previous Name:

Clear
Address Verification
F A
orms to be 3 Unsent Notice(s)
el MNotice Name Date Created
03/04/2019 Scan Clear Acknowledgement Notice 3/4/2019 2:49:31 AM View

Return to the Home Queue screen by clicking the small house icon in the upper left corner of the screen
(blue arrow, below).
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= i
M Voter Registration  Reporting

RegistrantID 11968096

HARRISON, GEORGE

Election Management

County Utiliti

es

!

Help

GRS Balot Info M Provisional M Voting History ” Validations M Attachments W Activity [ Correspondence W

PRIMARY 2020 - 5/5/2020

Search for registrants Las, First Q| |Registant ID/Barcode Q.

County Levis Status
DOB  03/1511956 (Age 62) Status Reason

Residence Address
q 123 FENCE ST
TOLEDO, WA 98591

SSN4:
‘WA DL/ID #:

Registration Date:
Effective Date of Change:
Source of Registration:

Address Verification

Forms to be Scanned
e | |

1234

31472019,
3142019,
DVR

03/04/2019 Scan Cear

Clear

Mailing Address

123FENCE ST
TOLEDO, WA 98591

Gender:
Form Language: English
Phone: (645) 3457657
Mobile:

Email

Previous Name:

Unsent Notice(s)

[ NotcaMame o= \

Update Record = Add To Race.

X Failed ID Check

find the queue item under “Tasks” called “Residence Addresses to Verify” (red box, below).

Expand the queue item by clicking the small arrow to the left,

Tasks:
[tem Total Registrants
»  DOL Registrations 1
P Deceased 2
P Forms to be Scanned 100
P Flagged Records 5
p  Attachments Flagged for Removal 106
b Failed ID Check 36
. Notice of Incomplete Registration - Over 5
45 days
> NCOA In-State Review 1,857
P NCOA Cross-State Review 576
P Address Updates 1
P Attachments from Other Counties 1
P Registered Voters with no Precinct Split 39
P Residence Addresses to Verify 5

verification (green box, below).

expand to list records waiting for address

¥  Residence Addresses to Verify 5
Registrant ID Name Residence Address City Zip DOB Status Status Reason County Date Added/Updated
1988 GUENTHER, FRANK G 11776 US HIGHWAY 12 RANDLE 98377 01/‘:2!1943 Ad-i\le Ad-i\le Lewis 3/9/2007 10-26:46 AM
msuss HARRISON, GEORGE 123 FENCE ST TOLEDO 98691 03/16/1956 Active Active Lewis 3/4/2019 8:49:33 AM
11968082 LEWIS, AMBER IN THE HIDDEN BASEMENT PACKWOOD 98361 09/15/1979 Active Active Lewis 2/26/2019 3:18:43 PM
506992 MQORRISON, DAVID JONATHAN 5900 REGENTS LN SE LACEY 98513 05/12/1951 Active Active Lewis 1/9/2019 1:30:11 PM
11968084 WOMAN, WONDER Pending Incomplete Registration Lewis 2/12/2019 8:34:25 AM
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Select the Registrant ID (red box, above) to process. TotalAddress will launch in a separate window

(below).

TotalAddress™ Map Reports~ Manage ~

mw ¢ B

v A problem exists for the address shown in the
work item. Please add, edit or verify the address
using TotalAddress operations.

Description

Address Verification

Address
123 FENCE ST 98591,TOLEDO

When finished, return to this tab and select one of the
following:

Address problem not resolved, more
research required

Address problem resolved, accept
changes

Address invalid, reject address

3
@ Address Location

@ Annex Location

® Null Location

State Wide Search

Mossyrock

Ashtord

T ) ware
—oRegans (T =l
/ o N .
/ 2
Winera
if
wing
5
PP~ Rande
Glen 1
|
Rite Lake
Leatet | Powered by Esr| Bureau of Land Management,State of Oregon GEO, Esr, HERE, Gamin, NGA, USGS, NPS, USS. Forest Service

A work item panel on the left of the screen (red box, above) will show three options: Pending, Accept,

and Reject.

To avoid adding a new point in TotalAddress, click either “Pending” or “Reject.”

“Pending” will leave the registrant in the “Residences to Verify” queue for further research.

“Reject” will remove this work item from the home queue.

To add a new location in TotalAddress for an unverified address click the “Add Point” tab (red box,
below). Then click “Add Annex Location” (green box, below).

w o] e

Add Annex Location

Add Null Location
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Select a map location or enter LAT/LNG (below).
M ¢ B

Add Annex Location

Select Entry Method

Select map location

Enter LAT/LNG

Cancel Previous

After clicking “Select Map Location,” zoom into the location on the map to drop a point.

Add location to map

Zoom in to select location on map

Zoom in on the map using the mouse scroll wheel or the + and — buttons in the upper left corner of the

map (blue arrow, below).
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Green dots and a blue teardrop on the map (purple box below) show the annex point to be dropped.
Hover the mouse over the map and click on the spot where the location is to be added.

TotalAddress™ Map Reports~ Manage~ About

m ¢ B = -

Q State Wide Search

Steps
Add Annex Location ®

Select map location

Add location to map
Select location on map. L

)
e

fing Rd Huntting Rd
i
Kﬁ%;&
@ Address Location [ ]
® Annex Location
x

® Null Location — o
L4 Leatet | Pousre b x| Buresuof Land Management,ise ofOagon GEO, Er, HERE, Garmi,INCREMENT P.NGA, USGS, U, Foret Servs
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A loading panel will appear briefly before the next screen appears.

New Address UMINCORPORATED NOME
Street “TREET BEF Type
Number e
The Street Mumber fie required
Notes
Street v
Prefix
Street v
Prefix Type
Street
Name State
lame field equirec
Street Type . County
Street = Precinct
Suffix Part
Cit g "
¥ UNINCORPORATED v L
Zip Cod
PLoCe  NONE v Eom
Zip+4 Code g
Null Non Standard Multiple Units

RESIDENTIAL ¥
A
WA
LEWIS
NONE ¥

46.525530747630945

-122.58158683776857

Information on the above screen will be pre-populated based on layers that have been loaded into
TotalAddress. Enter information needed to complete the address.

Page 70174



VoteWA

VOTEWA USER GUIDE

Once entering the information, click “Complete” in the “Add Point” tab (orange box, below)

M e B

Add Annex Location
Select map location

Enter address details

Enter Address Information

Enter address information
for this new location

This will prompt the pop-up below. Click “Yes.”

Are you sure you want to
save this new address point?

I

An address point has been dropped! This will look like a small blue dot on the map, with a pop-up listing
the new address information.

123 FENCE ST
UNINCORFPORATED, WA NONE
County: LEWIS

Type: RESIDENTIAL

Reqgistrant Count: 0
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Go to the work item tab (blue box, below) to click “Accept” (blue arrow, below).

[ 9

+ A problem exists for the address shown in the
work item. Please add, edit or verify the address
using TotalAddress operations.

Description

Address Verification

Address
123 FEMCE 5T 98591, TOLEDO

When finished, return to this tab and select one of the
following:

Address problem not resolved, more
research required

Pending

Address problem resolved, accept
changes

Reject Address invalid, reject address

This will remove this record from the “Residence Addresses to Verify” queue. The address will appear in
the address drop-down on the add/update registrant screen (below).

WA DL/ID # SEN4
DOL Pull e
Last Name™ First Name Middle Name Suffix DOB~ Gender
Select =N _// Select hd
Residence Address* |_'Non-Standard Unit Type  Unit# City* Zip*®
123 FENCE ST Select | v
Mailin 123 FENCE ST UNINCORPORATED NONE Address Line 2 City State Zip
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Click on the blue map icon (blue arrow, below) to see a map pop-up

showing the dropped point.

Search

ADD REGISTRANT
Run Checks
lcheck DOL Duplicate Record Match Deceased/Felon/iIncomp Checks
., 2 l SSN4
Leaflet | Powered by Esii | USDA FSA, DigitalGlobe, GeoEye, CNES/Airbud DOL Pull X0
Last Name™ First Name Middle Name Suffix DOB* Gender
Select L e A Select -
Address® | Non-Standard Unit Type  Unit# City* zZip* Precinct Split*
123 FENCE 5T Select |I= UNINCGRPORATED Select =z

To add an address point independent of this work flow, select “Tota
Utilities” menu at the top of the screen (blue arrow, below).

A VoterRegistration  Reporting  Election Management [RESTRWAVIITSE Hel

County Options

County Office Informati

Close  Clear Al Fields County Settings »

il District Assignment

Districts

IAddress” from the “County

Ip

ion

Impersonate User Role

Import File »
Messages »
Notice Management
Petitions

Precinct Splits.
Petition Portal

Signature Update Noti

ce

TotalAddress

TotalAddress will open in a separate window. Click the “Maps” tab (r

TotalAddress™ Map Reports~ Manage~ About

&
oot

ed box below).

Q State Wide Search
W ¢ B T = e ot S I,
= +i N D A0
Map Display
Mineral
off | County Boundary
of | City Boundary
off | Precinct Boundary
off | Zip Code Boundary
off | Census Boundary
4
i Cinebar
£
3 =2 Z
Oonataska 2
Q L (s0g) s J“Qi
Source (i) - orton
Google Map Search -] o1 Randle
8l 12 Sl
ﬂ ; r cre Messyrock am {

Sacksont

46394/ 122880

NorthEast Lat/Lng
267711121922
Zoom Level Taledo

1

® Address Location
® Annex Location
@ i Location

Leaflet | Powered by Esr

The maps tab will show a panel of layers that can toggle on and off (

portiand
ol

Bureau of Land Management, Siate of Oregon GEO, Esri, HERE, Garmin, NGA, USGS, NPS, U.S. Forest Servce

purple box).

The “Research” box can search an address in an outside source, such as Google Maps (orange box).
To add a new point, click the “Add Point” tab to begin the same process outlined above.
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Updating an Existing Address Point in TotalAddress

To update an existing address point in TotalAddress, click directly on a point within TotalAddress.

First, launch TotalAddress from the County Utilities menu (blue arrow).

M VoterRegistration  Reporting  Election Management [ESTRANETOSE Halp

County Options
County Office Information

Close  Clear All Fields County Settings »

A District Assignment
Districts

Impersonate User Role
Import File »
Messages »

Notice Management
Petitions

Precinct Splits

Petition Portal

Signature Update Notice

TotalAddress

Type the address into the “Search Address” field at the top of the screen (orange box). A drop-down of
possible addresses will show. Click the address point to update.

TotalAddress™ Map Reports~ Manage~ About | 45|

45 CRAIG LN MOSSYROCK 98564
m ¢ B

45 NE WASHINGTON AVE CHEHALIS 98532
Map Display

45 SW 4TH ST CHEHALIS 98532
45 SW STH ST CHEHALIS 98532
45 SW 7TH ST CHEHALIS 98532
45 5W OTH ST CHEHALIS 98532
45 SW CREEKSIDE LN CHEHALIS 98532
Off | County Boundary 450 4TH ST N TOLEDO 98591
450 STH STTOLEDO 98581
450 6TH ST S TOLEDO 98591

off | City Boundary
o | Precinct Boundary
Off | Zip Code Boundary

Off | Census Boundary

Search Q

Source

Google Map Search

SouthWest Lat/Lng Ethel,

46.487 1 122.767

NorthEast Lat/Lng

46.675/-122.288

@ Adaress Location
# @ Annex Location
@ Nuil Location

Q State Wide Search
cins
o)
(g
o
it
Portland M

Leaflet | Powered by Est | Bureau of Land Management, State of Oregon GEO, Esri, HERE, Garmin, NGA, USGS, NPS, U, Forest Service
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(Click directly on any point at any time to bring up the screen below.)

45 5SW 4TH 5T CHEHALIS 98532| Q State Wide Search

=5 = o - 2
" W : @OW < \
= ea6® % N .

0o’ 0000 o 0O o | I .

5 _

...%" O ) @ & | 45SWATHST o

Leis Sy o® f.0 -

= s 8 CHEHALIS, WA 98532
o0 $- 000 » 947 o &

| &

s County: LEWIS ' e, 2

s & & % @ Type: RESIDENTIAL P )

..“% - : \ @ e & sl Registrant Count: 2
® -

. %xx, ] .' \ ..
. N,

N ek, @ e e @ o ® &

ST Al < o0 ae a & ® & a

Click “More” (red box). The details screen for this address point will expand.

Update any editable information and click save (blue arrow).

TotalAddress™ Map Reports~ Manage~ About 45 SW 4TH ST CHEHALIS 98532 Q State Wide Search
P ! b2 X3
W e B v G .

Edit Address 45 SW 4TH ST UNINCORPORATED NONE

Warning - Expected City "CHEHALIS", Precinct "NONE code=CHEHALIS 3 (CHEHALIS 3)'Invalid city CHEHALIS

BT sove the acaressdetais - - ) P .
Hamter | B P RESIDENTIAL s
Notes &
3 .
street v B County: LEWIS | N
Discard changes to this address prefix & |
Type: RESIDENTIAL

et = s e
Frercaype . Registrant Count 2

street o y,

Name 1

sate 0
streetType | o
County | 1EWiS
Street =
suffix i
Precinct
Part
€Y UNINCORPORATED
L3t 4665846
Zipcode o0
ton 122961061
Zpracode | 7ip,4 code
Registrant
Null Nonstandard  Multiple Units Coiliit.
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Null Checkbox:
The NULL checkbox will turn the green dot RED and block the address from being used as a voter
registration address (red box). NULL cannot be selected if any registrants are registered at the address.

Street Type

45 | v
Number RESIDENTIAL
Notes
Street W <
Prefix
Street =
Prefix Type
Street 4TH rs
Name
State WA
Street Type ST =
County LEWIS
Street £
Suffix :
Precinct NONE %
Part
Y% UNINCORPORATED v
Lat | 4665846
Zip Code NONE i
Len 427961061
Zip+4 Code Zined Coc

Registrant 2

Non Standard Multiple Units Eoant

Select adding a new point as NULL from the “Add Point” tab (red box.

@ ¢ b

Add Annex Location

I Add Null Location I
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Non-Standard Checkbox

The “Non-Standard” checkbox (green box) will cause a red message to appear underneath the address
field (blue arrow) to enter a non-standard physical description. Search for this description in the
residence address field on the Add Registrant and Update Record pages.

SCRIPTION TYP® | RESIDENTIAL v
Notes
Street =
Prefix
Street =
Prefix Type
4
Street CTREFT MAME
Name o state |\
Street Type
! County ' Lewis
Street = i
Suffix Precinct NONE v
Part
€YY UNINCORPORATED v -
46.65846
Zip Code
4 HONE ' Lon  _122.961061
Zip+4 Code 5 S
Zip+4 Code Registrant 5
Count
Null Non Standard Multiple Units
v

From this screen, designate an address point as Commercial or a Private Mailbox (purple box). This
designation will trigger an alert when this type of address is used as a residence address on the Add
Registrant/Update Record screen. Use this address, but an alert will display at the top of the screen
providing notification of the designation.

street o Type IRES;DENT\AL 'I
Number

COMMERCIAL
street o % Notes

Prefix PRIVATE MAILBOX

Street
Prefix Type

Street
Name

state

Street Type
County | Fwis

Street
Suffix precnt o
Y UNINCORPORATED M
Lat 4565846
ZipCode o .
Lon 122961061

Zip+4 Code

Registrant
Count

2
Null Non Standard Multiple Units
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Assign an Alias to the address. Click “New Alias” on the left side of the screen (blue arrow below). A new
tab entitled “Alias” will show at the top of the window (orange box below). Assign an alias, for example,
“Klondike Road” in place of 45 St SW. Make the alias the primary display (red box, below). Click the

“Save” button to save changes (yellow box).

‘Address and Parcel Details

“ Save the address details

Add alias to this address

m Discard unsaved changes

* Primary e Alias

Edit Address

Street
Number

Street
Prefix

Street
Prefix Type

Street
Name

Street Type

Street
Suffix

City

Zip Code

Zip+4 Code

45 SW 4TH ST UNINCORPORATED NONE

PS Notes

sw r
State

ATH

County

ST hd
Precinct
Part

v
Lat

UNINCORPORATED r
Lon

NONE b

Null Non Standard Multiple Units

WA

LEWIS

NONE v
46.65846

-122.961061

Make Primary
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NOTICES

Notice Management Tool
All stored notice templates are in the Notice Management Tool.

Hover over the “County Utilities” menu at the top of the screen and select “Notice Management” (blue

arrow below).

M VoterRegistration  Reporting  Election Management [RGSTUNMIVIITSN Help ‘Search for registrants Last, First DoB Q| Registrant ID/Barcode Q

County Options

County Office Information (i Gy

County Settings » Current Active Voters:46.451
District Assignment Total Registered Voters:51,019

Districts

S[5E| 3 JEPUB[ED

Tasks:
item
> DOL Registrations 1 Import File »

Impersonate User Role
T

> Deceased 2 Messages »

> Foms to be Scanned Bl Notice Management

The home county will be the default in the “County” drop-down (red box). The “Notice Templates” drop-
down (green box) will be defaulted to “Select.”

Notice Management

ICounty: Lewis v I

| Notice Templates: Select |

Click the “Notice Templates” drop-down to see the existing templates for your home county, as well as
the option to “Create New.”

Notice Management

County: Lewis M
Notice Templates: Select v
Select

CREATE NEW

Acknowledgement Notice
Deceased Notice

Felony MNotice

Non-Citizen Notice

Naotice of No Signature on File
NVRA Cenfirmation Mailing

Voluntary Cancellation Notice
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Select an existing template. On the right is the notice template. On the left are all the fields that can be

updated in that template.

Notice Management

. ’ — - e —
GYREL omA-9-c-[@dde]x x wEE]
C : Lewi v
Sty s ‘ Normal 'l Arial 'l 12px v|
Notice Templates: Acknowledgement Notice v B I U | EE= £ E| iz = || A-dy-pf-
a
o 7 || —
IPrevious Versions: Cu_rrenl i | -4 ﬂl {73 ‘*AHZD‘”" || |
[REGISTRANT_FIRST_NAME] [REGISTRANT_LAST_NAME]
Email Notification: [REGISTRANT_MAIL_ADDRESS]
o [REGISTRANT_MAIL_CITY], [REGISTRANT_MAIL_STATE] [REGISTRANT_MAIL_ZIF]
Notice Size: Card-55x425 v
Name: Acknowledgement Motice Acknowledgement Notice
Description: Acknowledgement Notice Dear [REGISTRANT_FIRST_NAME] [REGISTRANT_LAST_NAME]:
Service Requested: Select v ‘ou are hereby being notified of...
Response Required: | No v Sincerely,
Days to Respond: 0 @yﬁ erittie
iy Yes -] |[COUNTY_AUDITOR_FIRST_NAME] [COUNTY_AUDITOR_L AST_NAME]
[COUNTY_AUDITOR_ADDRESS]
County Opt Qut: Mo v [COUNTY_AUDITOR_CITY], [COUNTY_AUDITCOR_STATE] [COUNTY_AUDITOR_ZIF]

Linked to Master: Acknowledgement Notice (3400)

Save

Reset

Duplicate

Delete

Green Box: The county and MASTER template drop-downs.

Red Box: The “Previous Versions” drop-down. This will have all previous changes made to this template.

Yellow Box: Checkbox that will adjust the display on the right to email format.

Orange Box: A drop-down list of notice sizes.

Light Blue Box: The name and description of the notice.

Light Green Box: A drop-down list to choose forwarding or return service.

Olive Box: Fields to indicate if a response is required, and if applicable, within how many days.

Dark Red: A drop-down to choose to send via email or not. Choose “Yes” to create a “Send Emails”
button next to the unsent notices waiting in the home queue.
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Below these drop-downs are four buttons:

Reset
Duplicate

Delete

Blue Arrow: Save. This saves any changes or updates made to this template..

Red Arrow: Reset. This resets the template to when it was last saved.

Green Arrow: Duplicate. This creates a duplicate of the template. Edit and either Save or Reset.
Purple Arrow: Delete. This deletes the notice template from your county.

NOTE: The Master Template is still available from the “MASTER” selection in the “County” drop-down.
Select a template from the MASTER list to view the notice. Then either make a Duplicate or Create
County Verison (red box, below).

County: MASTER v

Notice Templates: Identification Notice v

Previous Versions:
Email Notification:
Notice Size:
Name:
Description:

Service Requested:

Response Required:

Days to Respond:
Can Be Emailed:

County Opt Out:

Current

Letter - 6.5 x 11

Identification Notice

Identification Notice

Select

No

Duplicate

Create County Version

Duplicate will make an exact copy with the option to “Save” or “Reset.”

Create County Version will make an exact copy with all the options.
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To create a new template completely from scratch, choose CREATE NEW from the “Notice Templates”

drop down.

County:

Notice Templates:
Email Notification:
Notice Size:
Name:
Description:

Service Requested:

Response Required:

Days to Respond:
Can Be Emailed:

County Opt Out:

Lewis

CREATE NEW

Select

Select

Select

Select

No

Save

Reset

A blank template will display on the right.

Notice Management

Y

[ Normal | Times e . <[ tep ||| B 2 U e | =

Ao 0- 0-@] 8 Al )|

C\ Preview

/ Design | 4% ETML

Words: 0 Characters: 0

Many tools are available to add and edit both dynamic and static content (green box).

Gvans onan-o-c-@lllecxxwas)
| Mormal 'l Arial '| 12px '|
|B 7 U se| === IE=E[a-o-F-

ﬂ'lj'ﬂlé‘:/ﬁ”hom v||—|

[REGISTRANT_FIRST_NAME] [REGISTRANT_LAST_NAME]
[REGISTRANT_MAIL_ADDRESS]
[REGISTRANT_MAIL_CITY], [REGISTRANT_MAIL_STATE] [REGISTRANT_MAIL_ZIF]

Acknowledgement Notice
Dear [REGISTRANT_FIRST_MNAME] [REGISTRANT_LAST_NAME]:
[You are hereby being notified of ..

[Sincerely,

@‘;(/-ﬂ(?fﬂ)'f’

[COUNTY_AUDITOR_FIRST_NAME] [COUNTY_AUDITOR_LAST_NAME]
[COUNTY_AUDITOR_ADDRESS]

[COUNTY_AUDITOR_CITY], [COUNTY_AUDITOR_STATE] [COUNTY_AUDITOR_ZIP]

[N-NOTICEID]
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Dynamic content can be added by clicking the “Aa” button (red box above). A window named Template
Manager will open with a list of dynamic content that can be added (below).

Template Manager X
@ 5 § O X I op Upload H

RootTemplates/Fields/

-~ Ll Fields Filename | Size

- [ Sections County Auditor Address
B} [ Other County Auditor City
County Auditor Email
County Auditor Fax

2
2
2
2
= County Auditor First Nar 27
2
2
2
2
2

| =

=

County Auditor Last Nan
County Auditor Phone
County Auditor State

B County Auditor Website

[N AN

(4

County Auditor Zip 0
Date i}

Election Date 15
Election Name 15
Election Type 15
Incomplete Reason 19
Motice Barcode n

Registrant County 15 ~ Preview
N
Page 1 of 1. ltemns 1 to 40 of 40 nsert Cancel

To upload and insert images into the notice, click the Image Manager button (purple box below).

- ﬁ'% g % X 9 IL‘-::'

|BIHE§G|E

Q-0 @ % Az o —

14— e— -
— = s A v F
5= = || A - -oF

Process Returned Notices
To scan in large batches of returned notices and update all voter records, hover over “Voter
Registration” and click “Process Returned Notice” (red arrow).

NEIEEELTEIE I Reporting  Election M:

Add Registrant

Deceased Records Search
Felony Records Search

Mentally Incompetent Records Search

Possible Duplicate Registrants »

Process Returned Notices
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Step 1: Choose a Notice Name (blue arrow)

Step 2: Choose a Notice Return Reason (orange arrow)

Step 3: Place the notice(s) in the scanner and click Scan (pink arrow).

Step 1: Notice Name
Acknowledgement Notice -

Step 2: Notice Return Reason

Undeliverable -

Step 3: Scan Notices

Scan Show Scanner Interface?

@

Process Returned Notices

Note: The notice type selected will control what is in the drop-down list for the Return Reason.

Step 1: Notice Name

Acknowledgement Notice

Step 2: Notice Return Reason

Undeliverable -

Step 3: Scan Notices

=N
| CHEHALES, vea 90832
|

Duar LAURA HECKMANN

Wou are baraby being naified of

|»

Process Returned Notices

IProcess Scanned Return(s]l Discard All Images

Rotate Left

Rotate Right

Total Images: 2
Total Notices: 1

Zoom Level:  100% ¥

When the batch is completed, page through each image to confirm all notices scanned correctly. Click

“Process Scanned Return(s)” (green box) to finish the process.

If the Return Reason is “Returned” or “Undeliverable”:

e The notice is marked with the Return Reason on the registrant’s Correspondence tab with the

current date/time.

e The image of the scanned notice is saved on the registrant’s Attachments tab.
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If the Return Reason is “Canceled Registration”:
e The notice is marked as “Returned” on the registrant’s Correspondence tab with the current
date/time.
e The image of the scanned notice is saved on the registrant’s Attachment tab.
e The registrant status is changed to “Canceled” with a status reason “Voter Requested.” This is
recorded on the registrant’s Activity tab.

If the Return Reason is “Moved Out of State”:
e The notice is marked as “Returned” on the registrant’s Correspondence tab with the date/time.
e The image of the scanned notice is saved on the registrant’s Attachment tab.

e The registrant’s status is changed to “Canceled” with a status reason “Registered Out of State.”
This is recorded in the registrant’s Activity tab.
If the Return Reason is “Updated Registration within County”:
e The notice is marked as “Returned” on the registrant’s Correspondence tab with the current
date/time.
e The image of the scanned notice is saved in the registrant’s Attachment tab.
Processing Individual Returned Notice
Notices can be processed individually from the voter’s Correspondence tab (below).
Registrant ID 11968057 County Lewis Status ['acive |
HECKMANN, LAURA E DOB  01/29/1988 (Age 31) Status Reason [
( Regtntino ]( Ealit o M — M Vuting Hitory M Vaidations M — }[ ety
Notice Hame Ko o e Creses Crmedty | Do iy [T | v remes | NoieeRenm
VewSertlotie | MRAGonfratontaing | 1|t O AN | Chedmeson | IO ey YRR |0y sne | 2me
VewSentlotie | MWRAGonmaton Maiing | N s AT |0 sne | 2

Scan the individual barcode on the returned notice to navigate directly into the registrant’s
Correspondence tab. Mark the notice as “Returned,” the date it was returned, and select the Notice
Return Reason. Enter notes next to each notice by clicking “Edit” (green box) (Optional). A text-entry
field will appear under “Notice Notes” (red box). Click “Update” (purple box) to save any changes made.

Notice Name MR s Date Created Created By | Date Sent Sent By e e ] P | e
D Days) Reason
test
View Sent NVRA Confirmation N- 2/14/2018 Chad 171472019 Chad . 211472019 Moved Outof | Dymo -
Notice Mailing 27430 8:10:42 AM Severson 8:10:55 AM Severson 0:10:00 AM State Label [Lpdate
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Once a notice is marked as returned in the record, a prompt will appear on the Registrant Info tab to
scan the notice associated with the return (below). Click “Scan” to reach the “Scan Forms” page, then
scan the notice into the record. The image will be saved in the registrant’s Attachments tab.

Forms to be Scanned

Date

02/27/2019 Scan Clear
02/26/2019 Scan Clear
02/21,2019 can Clear

Potential Duplicates
Hover over Voter Registration menu and click on “Possible Duplicate Registrants.” From there, choose
“In-County Matches” or “Out of County Matches.”

Note: The duplicates are split into two lists (red box): “In-County Matches” (a match in your county’s
records) and “Out of County Matches” (a match shared with another record outside your county).

Reporting Election Management  County Utilit

Add Registrant
Deceased Records Search

Felony Records Search

Mentally Incompetent Records Search

Possible Duplicate Registrants » In County Matches
Process Returned Notices Out of County Matchas
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This page will organize all matches in a table. This list can be exported into a report (red circle). Click on
the Match Type (orange box) to see a detailed view of each match.
Fogumun Durccars Aroarmas

LI STy
B ISORHT P AT B

- i
ot L ] T Lew T -
A L} H i v e r
TP 1
i | L ]
Sk EMIUE  FEMEREN. SO #F Ll L Sk
LR L T L L L [EL
a i
LR 1
- L Lo ! L L L 1
Ll 8 1
| Lol L 1

Merge, Dismiss, or Hold the match.
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Select the record to keep as the surviving record (red box. Click “Merge” (blue arrow), then click “Ok.”
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All information from the Ballot Info, Provisional, Voting History, Validations, Activity and
Correspondence tabs have been transferred to the surviving record.

County Administrators with proper permissions will have access to an “Unmerge Records” button
(orange box) in case an erroneous merge needs to be corrected.
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Below is how the non-surviving record will appear (red text).
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Merged records are permanently marked in the Activity tab.

If the two records to not match, click “Dismiss” (green arrow) to ignore the match. Click “Hold” to keep
the two records on the list for further research. Add and save notes.

POSSIELE DUPLICATE Wi SCREEN
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Click “Add Match” (blue arrow) to add two possible duplicate records to be merged.

PossIBLE DUPLICATE REGISTRANTS
Lewis CounTY
IN COUNTY MATCHES
Match Statistics

Merged 4
Dismissed 1

Held 3

Enter the two voter IDs for the voters to merge (red box).

ADD MATCH TO PossiBLE DUPLICATES LisT

Enter the Registrant IDs of two possible duplicate records.

Registrant ID: Registrant |D:

) ooy

Click “Display” (blue arrow) to compare the two records and process the match from there.

Page 89174



VOTEWA USER GUIDE

VoteWA

To run a report of all merge activity, hover over “Reporting” and select Reports (red arrow).

Election M

Advanced Search
Advanced Search Log
Audit Tables »
Ballot Proofing »

Election Canvassing

Public Records Requests

Registrant Record Views

Select the “Registrant Record Merges” report and a date range.

Repaort:
Registrant Record Merges -

From:

3/6/2019
To:

3/6/2019

View Report

Purge Inactive Registrants

Description
Details on registrant record merges.

To remove registrants who have been inactive for two federal elections, hover over “Voter

Registration,” click “Purge Registrants, then click “Inactive Registrants” (red arrow).

Voter Registration Reporting Election Management  County |

Add Registrant
Deceased Records Search
Felony Records Search

Mentally Incompetent Records Search

Possible Duplicate Registrants 2

Process Returned Notices

Purge Registrants

Total Reqist

Inactive Registrantg
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Blue Box:

Step 1 — Review the list for records that should not be on the list (red box). To remove a record from the
list, click in the check box next to the registrant’s name (green box).

Click “Remove Registrants from Purge List” (blue arrow) to remove these records from the list. This
button MUST be clicked, even if there are not any records selected for removal.

Click “Export” (orange box) to export either the selected or unselected records.
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Step 2 — Click “Remove Registrants from Purge List” to activate the “Purge Remaining Registrants”
button (red arrow).

Purge Process
Step 1
Remove Registrants from Purge List

If any registrant(s) appears in the purge list in error, select records in the list
below to remove them from the Purge process. This will update all selected
registrants to a Status of "Active” and a Status Reason of "Active”.

Step 2
Purge Remaining Registrants

Clicking this button will update all remaining selected registrants to a Status of
"Canceled” and a Status Reason of "Inactive for Two Federal Elections™.
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The records left on the list will automatically be selected and turn yellow.
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Click “Purge Remaining Registrants” and then “OK.” The page will refresh, and the list will disappear.

A message will show the number of records purged (red text below).

PURGE INACTIVE REGISTRANTS

Purge Process Reporting
Step 1 SALL
Include Selected

S s ol clo T
If any registrant(s) appears in the purge list in error, select records in the list
below to remove them from the Purge process. This will update all selected
registrants to a Status of "Active” and a Status Reason of "Active”

Step 2

Clicking this button will update all remaining selected registrants to a Status of
"Canceled” and a Status Reason of "Inactive for Two Federal Elections”

63 registrants successfully purged.
Registrants Selected:
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To view a report of purged voters, hover over “Reporting” and select “Reports” (blue arrow).

Reporting QEEEe{GENE

Advanced Search
Advanced Search Log

_ Audit Tables 2

! Ballot Proofing »

Election Canvassing

om

Public Records Requests

. Registrant Record Views

Select “Mass Update — Audit Log” and “Purge Inactive Registrants” as the Mass Update Type. Select the
batch by date. Click “Export.”

REPORTS

Report: Description
Mass Update - Audit Log - Shows mass update details.

Mass Update Type:

Purge - Inactive Registra ~
Mass Update Group:
Group 1D 55 (03/06/201¢ -

Export

Failed ID Check Purge

To remove registrants that are flagged with Failed ID, hover over “Voter Registration” and click “Purge
Registrants.” Then click “Failed ID Check” (red arrow).

Voter Registration Reporting Election Management  County

Add Registrant

Deceased Records Search
Felony Records Search

Mentally Incompetent Records Search Report:
Mass Update - Audi
Possible Duplicate Registrants >

Process Returned Notices

NI,
Purge Registrants Inactive Registrants
Scan Forms Failed ID Check
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Blue Box:

Step 1 — Review the list for records that should not be on the list (red box). To remove a record from the
list, click in the check box next to the registrant’s name (green box).

Click “Remove Registrants from Purge List” (blue arrow) to remove these records from the list. This
button MUST be clicked, even if there are not any records selected for removal.

Click “Export” (orange box) to export either the selected or unselected records. This is optional.
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Step 2 — Click “Remove Registrants from Purge List” to activate the “Purge Remaining Registrants”

button (red arrow).

Purge Process
Step 1

Remove Registrants from Purge List

If any registrant(s) appears in the purge list in error, select records in the list
below to remove them from the Purge process. This will update all selected
registrants to a Status of "Active” and a Status Reason of "Active”.

Step 2
Purge Remaining Registrants

Clicking this button will update all remaining selected registrants to a Status of
"Canceled” and a Status Reason of "Inactive for Two Federal Elections”.
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The records left on the list will automatically be selected and will turn yellow.
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Click “Purge Remaining Registrants” and then “Ok.” The page will refresh, and the list will disappear. A
message with the number of records successfully purged will show (red text below).

PURGE REGISTRANTS WITH FAILED ID CHECK

Step 1 Reporting
SALL
Include: Selected
If any registrant(s) appears in the purge list in error, select records in the list Unselected

below to remove them from the Purge process. This will update all selected | | 77777777777
registrants to a Status of "Active” and a Status Reason of "Active”.
Step 2

(Clicking this button will update all remaining selected registrants to a Status of
"Canceled” and a Status Reason of "No ID Provided for Two Federal Elections”.

34 registrants successfully purged
Registrants Selected:
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To view a report of purged voters, hover over “Reporting” and select “Reports” (blue arrow).

Election M:

Advanced Search

Advanced Search Log
_ Audit Tables 2

Ballot Proofing

Election Canvassing

oo

Public Records Requests

. Registrant Record Views

Select “Mass Update — Audit Log” and “Purge — Failed ID Check” as the Mass Update Type. Select the
batch by date. Click “Export.”

REPORTS

Report: Description
Mass Update - Audit Log - Shows mass update details.

Mass Update Type:

Purge - Failed ID Check =
Mass Update Group:
Group 1D 56 (03/06/201¢ 8

Export
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SYSTEM ADMINISTRATION

Users, Roles, and Permissions

In order to access VoteWA, a User must first have an account setup by a System Administrator. This
may be setup by a State Administrator, but County Administrators control their own County’s user

accounts as well.

Manage Users

To manage VoteWA users, click on the “Users” option under the County Utilities menu (red arrow).

Help

County Options

On the Users page in VoteWA, all user accounts for your County will be listed. By default, active user

County Office Information

County Settings

District Assignment

accounts are visible. Unclick the checkbox (orange arrow) to see inactive user accounts.

In order to quickly search for a user, type into the search fields above each column (green box). Type in
desired information and click “Enter” on the keyboard to filter search results.

Q Users

“Display only Active Users
Last Name First Name County Role(s) Usemame Email Active  Election
Ackers Michelle Lewis County Administrator Edit Roleig)  Ackersh michelle.ackers@piercecountywa.gov General Dec 30 2018
Anderson Julie Lewis County Administrator Edit Role(s)  AndersonJ julie.anderson@piercecountywa.gov General Dec 30 2018
Baver Mattx Lewis County Administrator Edit Rolefg)  MatiCounty mati@bpro.com General Dec 30 2018
Billah Baki Lewis County Administrator Edit Roles)  Baki County baki billah@my3tech.com Primary Feb 15 2019
Bixler Dakota Lewis County Administrator Edit Roles)  Dakota dakota@bpro.com General Dec 30 2018

Last Login

3/11/2019 12:25:29 PM
3/11/2019 12:49:08 PM

2/26/2019 1:03:50 AM

Reset Password

Reset Password

Reset Pacsword

Reset Password

Reset Password

Assign all users to the current election (whichever election logged into in the upper right-hand corner of
the screen) by clicking the button at the bottom of the page (purple arrow).

Update ALL Users to Current Election
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When a user clicks that button, a popup message appears, asking the user to confirm their action.
When finished, all users will be assigned to the current election.

you want to update ALL users to the current

To edit existing an existing user account, click “Edit” (teal box on previous page) on a user’s line.

To add a new user to the system, click “Add new User” (pink box on previous page). These are the fields
that will appear.

=+ Add new User

Last Name First Name County Role(s) Username Email Active  Election
Last Name

Usemame: Yubikey

First Name: Active: @

County:

Email

Election -Zelect- -

Insert Cancel

Blue boxes: Last Name, First Name, and Username are self-explanatory.
Yellow box: “County” will be locked.
Green box: The email address of the user goes into this field.

Red box: Assign the user to a current or upcoming election, when logging in for the first time, an

automatic assignment is made to an election (can be changed at any time).

Assign a user role to the account by clicking “Edit Role(s)” (green box) below.

Users
#|Display only Active Users
+ Add new User
Last Name First Name County Role(s) Usemame Email Active Election
test
Test Laura Lewis Edit Rols(s) LauraTest laura@bpro_com
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Manage User Roles
Every User needs to be assigned a User Role in order to access VoteWA. If a User doesn’t have a User
Role, they will be unable to access the system. Roles assigned to each user are found in the teal box

below. These may be updated by clicking on Edit Roles (green box) next to each user.

Users
IDisplay only Active Users
+ Add new User 1@
Last Name First Name County Role(s) Usemame Email Active  Election Last Login
Ackers Michelle Lewis County Administrator Edit Rale(s) [ AckersM michelle.ackers@piercecountywa. gov General Dec 30 2018 ResetPassword  Edit
Anderson Julie Lewis County Administrator Edit Role(s) || AndersonJ julie anderson@piercecountywa.gov General Dec 30 2018 ResetPassword  Edit
Bauer Mattx Lewis County Administrator Edit Role(s) || MatiCounty mati@bpro.com General Dec 30 2018 31112019 122529PM  ResetPassword  Edit

When “Edit Roles” is clicked, a modal window opens, which displays the edit panel for that user. It
displays the current Role(s) for the user (green box) , and when/if that Role is set to expire (teal box).
This Role may be deleted or edited (red box). Additionally, there is a Change Log available (blue arrow),
which displays the change history for that User. Any changes to their Roles will permanently display
there.

User Roles
Close
Laura Test
Add New Role | [
Assigned Role(s) Role Expire Date
| County Administrator | | 2/23/2019 12:00:00 AM " Remove | Edit
» Change Log
JE
Field Old Value | New Value User County | Operation | Date Changed
Role Expire Date Feb 23 2019 12:00AM | Laura Heckmann | Lewis Inserted 2/22/2019 6:14:16 PM
Role Name County Administrator | Laura Heckmann | Lewis Inserted 2/22/2019 6:14:16 PM

New Role(s) may be added by clicking “Add New Role” (red box). Note: a user may be assigned to
multiple Roles. In that case, the User will have access to the combined permissions for each associated
Role.

User Roles
Close
Laura Test
IAdd Mew Role I | [
Assigned Role(s) Role Expire Date
County Power Use; .
Rale Expire Date: County User ERC)
Public User
Inzert Cancel _
Street File Maintenance
County Administ 2/23/2019 12:00:00 AM Remove | Edit
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Permissions
There is an associated set of Permissions for each User Role. To access these permissions, go to “User
Roles/Permissions” found under the County Elections drop-down list (red box).

County Utilities il

County Options

County Office Information

County Settings

District Assignment

User Roles/Permissions

This page lists each system Role (blue arrow) and details about that Role. Changes to this set of system
Roles are recorded in the Change Log table below (orange arrow). To see the permissions list for each
Role, click “Edit Permissions” (red box) on its associated line. NOTE: County Administrators, which have
the most expansive list of County permissions, have a set list of permissions that are built into the
system and cannot be edited.

USER ROLES/PERMISSIONS
LEWIS COUNTY
[+] Create New Role | @

Role Name Role Description

Edit Permissions dministrator CountyAdmin

Edit Permissions County Pawer User CountyPower

Edit Permissions County User County

Edit Permissions Public User Public

Edit Permissions Street File Maintenance Strest

Change Log

Field 0ld Velue New Value User County Operation Date Changed

No recards to display.

When clicked, the Permissions list for a Role will appear. Each permission may be removed by clicking
“Remove” (red box).

Edit Permissions X

County Administrator
Add New Permission

Assigned Permissions

Absentee Register Subscribers Bemove
Add To Race Bemove
Advanced Search Remaove
Advanced Search Log Bemove
Ballot Import/Export Options Bemaove
Ballot Procfing Bemove
Ballot Return Bemove
Ballot Set Up Bemove
Ballot Tracking Bemove
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Permissions may be added by clicking the “Add New Permission” button (blue arrow). When clicked, a
drop-down list of all system permissions appears. This is a list of pre-defined permissions available in
the system. Selecting a new value will add it to the current list of permissions for that Role.

Edit Permissions x

County Administrator

Add New Permission
Assigned Permissions

centes F Export Ballot Styles Remove
Add To Rad Export EAC Data
oo Data

Advanced ! Remove
Flag ords

Advanced ! petition Lead Sinature Reviewer

Remove

Remove

Also, there is a Change Log (orange arrow) available for each permission set as well. At the bottom of
each permissions list, see a history of what permissions have been added or removed over time, and the
date of the change, and which user edited the list.

Change Log

Field Old Value New Value User County Operation Date Changed

Create a New User Role
In addition to the Roles that exist in the system already, Administrators can create new customized User
Roles as well. Click “Add New Role” (red arrow) to create a customized Role.

User ROLES/PERMISSIONS
LEwIS COUNTY

Create New Role | @
Role Name Role Description

Edit Permissions
Edit Permissions
Edit Permissions
Edit Permissions

Edit Permissions

C nts
County User
Public User

Street File Maintenance

From here, add a Name and Description to the new Role

After inserting the new Role, click on “Edit Permissions” to assign specific permissions to that Role.

Role Mame:
Raole Description

Insert Cancel

CountyAdmin

CountyPower

. When done, click “Insert” (blue arrow).
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Impersonation
Administrators and Power Users can “impersonate” another, lesser Role for their County by selecting
“Impersonate Role” found under the County Utilities menu (red arrow).

e

County Options

County Office Information

County Settings »

District Assignment

Districts
»
On this page, select a Role to impersonate from a drop-down list of available roles in the system.

IMPERSONATE USER ROLE

Role: -
County Power User
Impersona -ounty User on
Public User

Select which Role and then click the “Impersonate” button (blue arrow).

IMPERSONATE USER ROLE

Role:  County User -
- Impersonate Cancel Impersonation
When done, the heading of “Currently Impersonating Role” is at the top of the screen. Click to

cancel the impersonation at any time. When impersonating a Role, menu options and permissions
change to the Role being impersonated.

» Currently Impersonating County User Role. CANCEL
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District Management

County users need to set up and maintain Countywide and local districts in their county.

Updating Existing Districts

Hover over “County Utilities,” then click “Districts.” (red arrow).

County Utilities [glElls]

County Options

County Office Information

County Settings »

District Assignment

Choose a district type from the drop-down list.

Code

CHE#45
Cent#1-1
Cent#2-2
Cent#3-3
Cent#4-4
Crtra
Che#1-1
Che#2-2
Che#33
Che#4-4
Chehal
Morton
Mossyr
Napavi
PeEll
Toledo
Vader

Winloe

<J <@

Name

CHE COUN DIST #5
Cent Coun Dist #1
Cent Goun Dist #2
Cent Coun Dist #3
Cent Coun Dist #4
Centralia City

Che Coun Dist #1
Che Coun Dist #2
Che Coun Dist #3
Che Coun Dist #4
Chehalis City
Morton City
Mossyrock City
Napavine City

Pe Ell Town
Toledo City

Vader City

Winlock City

DISTRICTS
District Type: | -Select- v

-Select-
Cemetery
Commissioner

Congressional

Fire
Judicial
DISTRICTS
District Type: [ City/Town v
B
Description Vaters
pr—
Test!ll! Copy/Transfer 2459 Edit
Copy/Transfer 2,459 Edit
Copy/Transfer 2,197 Edit
Copy/Transfer 2519 Edit
Copy/Transfer 2529 Edit
Copy/Transfer 9,704 Edit
Copy/Transfer 1233 Edit
Copy/Transfer 1141 Edit
Copy/Transfer 789 Edit
Copy/Transfer 1236 Edit
Copy/Transfer 4,399 Edit
Copy/Transfer 688 Edit
Copy/Transfer 297 Edit
Copy/Transfer 1,126 Edit
Copy/Transfer 423 Edit
Copy/Transfer 451 Edit
Copy/Transfer 383 Edit
Copy/Transfer 754 Edit
S —
Page. 1 |ofl Go Pagesizer 18 | Change Item 110 18 of 18
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Click “Edit” (blue box) to update any relevant information, and then click “Update” (blue arrow, below)
to save changes.

.
&

Cent#1-1 Cent Coun Dist #1 Copy/Transfer 2459
Code Cent#-1
Name: CENT COUN DIST #1

Click “Copy/Transfer” to make an exact copy of the district boundaries within an existing district (red
box above). Select the district type from the “District Type” drop-down to assign the district to another
type or copy the district as a whole by leaving the type the same. Fill in the name, code, and description,
then click “Add District” (green arrow).

District Type City/Town
Add District

Close

Adding a New District / District Assignment

A new district must first be added to existing precinct splits.

Hover over “County Utilities” and then click “Precinct Splits” (red arrow).

e

County Options
County Office Information
County Settings »
District Assignment

i

Districts

Impersonate User Role
Import File

Messages ¥

MNotice Management

Petitions
» Precinct Splits
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This page will show all the precinct splits.

Create New Precinct

Create New Precinct Spiit

County Precinct Spiit Name
> Lewis 00012
P Lewis 0001.3
b Lewis 0001.4
b Lewis 00015
> Lewis 00016
P Lewis 0002.3
b Lewis 00031
> Lewis 00032
P Lewis 0003.3

PRECINCT SPLITS

# of Voters
Edit Districts 189
Edit Districts 1857
Edit Districts 10
Edit Districts 5
1
Edit Districts 544
Edit Districts a2
Edit Districts 889
Edit Districts 443

=

Combine

Combine Edit
Combine Edit
Combine Edit
Combine Edit
Combine Edit
Combine Edit
Combine Edit
Combine Edit
Combine Edit

See a preview window of the districts linked to each precinct split by hovering over the “Edit Districts”
link (red box above, preview displayed below).

Create New Precinct

Create New Precinct Spiit

County Precinct Spiit Name

» 00012
» 00013
> Lewis 00014
» 00015
» 00016
> Lewis 00023
> Lewis 0003.1
» 00032
> Lewis 00033
> Lewis 00042
» 00043
» 00044
> Lewis 00045
> Lewis 0005.1
» 0005.2
» 00053

devsoswa gov/CountyUtilties/Jurisd

PRECINCT SPLITS

# of Voters
Edit Districts 189
£t Dt 18
00012 (21000102)
District Name District Type Code
CEMETERY DIST. #10-MINERAL CEMETERY CEM10
ative District 20 LEG20

pC

1

Commissioner ccomi-1
Commissioner ccomt
Fire RFAT
Judicil 523

Adna School Distrct #226

00012

onal District 3
Comm =2 Public Utity PUD2:2
Public Utity PUD
Edit Districts 18

Click “Edit Districts” next to the precinct split to add a new district.

Click the “Create New District” button (red arrow below) on the next page.

EDIT DISTRICTS WITHIN PRECINCT SPLIT

County: Lewis

Create New District

Available Districts
CEMETERY - CEMETERY DIST

INLOCK COP

Cemetery - Cemetery Dist. #3-Doty-Dryad-Meskill

Cemetery - Cemetery Dis

Cemetery - Cemetery Dist. #5-Toled

Cemef

Cemetery

Cemete
Cer
Commissioner - Comm Dist 1 Sub
Commissicner - County Comm D

Commissioner - Comm Dist 1 Sub

Commissianer - County Comm D

Commissioner - Comm Dist 1 Sub

Commissioner - Comm Dist 1 Sub-Dist 5

Return to Precinct Splits

>

<<

g2
Combine
Combine Edit
Combine Edit
Combine
Combine
Combine Edit
Combine Edit
Combine

Combine
Combine
Combine Edit
Conbine Edit
Combine Edit
Combine
Combine Edit
Combine Edit
Precinct Split Name: 0001.2
Linked Districts:
CEM - CEMETERY DIST. #10-MINERAL

Commissioner - Sub-Dist 1

Judicial - Court of Appeals, ion 2, District 3

Judicial - Supreme Court

Judicial - Lewis Super

Legislative - Leg

Schoel - Adna School District

Public Utility - PUD D
Public Utility - PUD District
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Enter the information for the new district, then click “Add District” (red arrow).

EDIT DISTRICTS WITHIN PRECINCT SPLIT

County: Lewis Return to Precinct Splits Precinct Split Name: 0001.2

Create New District

Create New District
District Type: Select- - S
District Name: Close

District Code:
District Description

The new district (red box) is now in the system.

EpiT DISTRICTS WITHIN PRECINCT SPLIT

County: Lewis Return to Precinct Splits Precinct Split Name: 0001.2

Create New District

I '‘Cemetery ward 5' was added to '0001.2" I
Available Districts: Linked Districts:

Hover over “County Utilities” and then click “District Assignment” (red arrow) to assign the district to all
the precinct splits required.

County Utilities gl

County Options

County Office Information

County Settings »

- District Assignment
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Choose the district type (blue arrow), and then choose the district (example below).

District Type: -Select-

District: -Select-

District Assignment

District Assignment

District Type: Cemetery T

Cemetery Dist, #1-Winlock [CEMOT)

CEMETERY DIST. #10-MIMERAL (CEM10)
Cemetery Dist, #2-Mossyr
#3-Doty-Dry

Cemeter,

Cemetery Dist.

(CEMOD4)

#B-Vader (CEM

Cemetery Dist. #3-Napavine (CEM09)
CEMETERY WARD 5 [CMTY 5)
CEMETERY DIST #1-WINLOCK COP (1234)

The page is a list of all precinct splits in the county. Assign the new district to the appropriate precinct
splits (red box). Click “Update” (orange arrow) to save.

Update

Checpa

| 0001.2
00013
00014
00015
0001.6
0002.2
0003.1
0003.2
00033
0004.2
00043
00044
00045
0005.1
0005.2

00053

0006.2
0006.3

Assignment Statistics

Precinct Splits assigned to District

District Assignment

District Type: Cemetery -
174
1 District: CEMETERY WARD 5 (CMTY 5) e
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A green message will show on the screen when the precinct splits have been updated successfully (blue
arrow).

District Assignment

Assignment Statistics District Type: Cemetery -
Total Precinct Splits 174
4

Precinct Splits assigned to District
Update
Precinct Splits Updated Successfully

Check A

District: CEMETERY WARD 5 (CMTY 5) -

| 0001.2
| 0001.3
() 0001.4
| 0001.5

Deleting a District

To delete a district, it must be removed from all associated precinct splits and all voters must be
removed from the district. Once the district doesn’t have any voters, it automatically becomes
deactivated.

Hover over “County Utilities” and then click “District Assignment” (red arrow).

County Utilities Help

County Options

County Office Information

County Settings *

) T

Choose the district type and district to be deleted. Uncheck all associated precinct splits tied to that
district. Click “Update” (orange arrow) to save changes.

District Assignment

Assignment Statistics District Type: Cematery ©
Total Precinct Splits 174

Precinct Splits assigned to District 0 District: CEMETERY WARD 5 (CMTY 5) b
Update
Precinct Splits Updated Successfully

Once the district has been deactivated, it will no longer appear in any drop-down lists.
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To run a report of voter registration totals in districts, hover over “Reporting” and click “Reports” (red

arrow).
Election M.

Advanced Search
Advanced Search Log
Audit Tables »

Ballot Proofing
Election Canvassing
Public Records Requests

Registrant Record Views

Select the “Registrant Totals By District Type” report from the “Reports” drop-down box, then choose a
“District Type” and “Registrant Status.” Click “View Report” (orange arrow) to generate the report.

REPORTS
Report: Description
Registrant Totals by District Type - Voter count breakdown of selected district type
District Type:
Select b

Registrant Status:

Select statuses -

View Report

Manage Precincts
Managing precincts is different than managing districts. However, they both are found within the
“Districts” page in VoteWA.
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Updating an Existing Precinct

Hover over “County Utilities” and click on “Districts” (red arrow).

County Utilities JMgEls]

County Options

County Office Information

County Settings »

District Assignment

)

On this pagechoose “Precinct” in the “District Type” drop-down list (blue arrow). The page will refresh
and show a list of precincts in the county.

Code

DISTRICTS
District Type:|[PRECINCT v

Name
ADNA
Agate
Alpha
Berwick
Big Bottom
Boistiort
Cinebar
Claquato

B
Description Mail Only Voters

p—
Copy/Transfer 1239 Edit
Copy/Transfer 375 Edit
Copy/Transfer 953 Edit
Copy/Transfer 1042 Edit
Copy/Transfer 768 Edit
Copy/Transfer 257 Edit
‘Copy/Transfer 571 Edit
Copy/Transfer 665 Edit

S

Click “Edit” (red box, above) to edit the information for any existing precinct and then click “Update”
(orange arrow, below) to save changes.

Code: 0001
Mame: ADMNA
Description:

Mail Only:

I »Update Cancel
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Adding a New Precinct

To add a new Precinct, hover over “County Utilities” and then click “Precinct Splits” (red arrow).

County Options

County Office Information

County Settings »
District Assignment
Districts

Impersonate User Role
Import File »

Messages »
Maotice Management

Patitions

» Precinct Splits

Click the “Create New Precinct” button (blue arrow).

» Create Mew Precinct

Create New Precinct Split

Enter the information (red box) and click the “Add Precinct” button (blue arrow).

Create New Precinct

Precinct Name:
Precinct Code:

Precinct Description

- Add Precinct

Close
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On the “Edit Districts within Precinct Splits” page, choose the districts associated with the new precinct
(as shown on the list below). Add or remove “Available Districts” to the new precinct using the arrow

keys (red box). Click the “Return to Precinct Splits” button at the top to be taken to the “Precinct Splits
page after adding all the districts required.

County: Lewis

Create New District

Available Districts:
CEMETERY - CEMETERY DIST #1-WIN|

Cemetery

Cemetery - Cemetery Dist. #

Cemetery Dist.
Cemetery - Cemetery

Cemetery

Commissioner - Comm Dist 2 Sub-Dist 1

Return to Precinct Splits

>

<<

EDIT DISTRICTS WITHIN PRECINCT SPLIT

”

Precinct Split Name: TEST PRECINCT

The new precinct is placed at the end of the list of precinct splits (green box).

Create New Precinct

Create New Precinct Split

PRECINCT SPLITS

Linked Districts

County Precinct Split Name: #of Voters Combine
P Lewis 02071 Edit Districts 301 Combine Edit
> Lewis 0208.1 Edit Districts 1073 Combine Edit
b Lewis 0209.1 Edit Districts 75 Combine Edit
> Lewis 03001 Edit Districts 173 Combine Edit
b Lewis 04001 Edit Districts 492 Combine Edit
> Lewis 05011 Edit Districts 1730 Combine Edit
b Lewis 0502.1 Edit Districts 8 Combine Edit
b Lewis 05031 Edit Districts 2 Combine Edit
> Lewis 0600.1 Edit Districts 632 Combine Edit
b Lewis 07001 Edit Districts 13 Combine Edit
> Lewis 0800.1 Edit Districts 668 Combine Edit
P Lewis 0900.1 Edit Districts 1248 Combine Edit
> Lewis 0004.1 Edit Districts 710 Combine Edit
b Lewis 0010.1 Edit Districts 1664 Combine, Edit
» m TEST PRECINCT Edit Districts 2 Combine Delete Edit I

—
ffiz}AEBTﬁah\ Pagesize: 5p |

175 items in 9 pages

Click “Edit” to edit the precinct split name, then click “Update” (purple arrow) to save changes.

> Lewis TEST PRECINCT
Precinct Split Name: TEST PRECINCT
PUpdate Cancel

4412345678 r|n| Pageszeln |

Edit Districts

o

Combine

Delete d

175 items in 9 pages

Page 112|174



VOTEWA USER GUIDE

VoteWA

Deleting a Precinct

All voters must be removed from a precinct before it can be deleted.

Note: To “clean up” existing precincts, start with the precinct splits (see next section). First run a list of
all the precinct splits for a precinct to be eliminated. The voters in those precinct splits must be moved
to new precincts. When all voters have been moved out of a precinct, it can be deleted.

Create New Precinct

Create New Precinct Split

County Precinct Spiit Name
b Levis 02071

> Levis 02081

b Lewis 02091

b Levis 03001

> Levis 04001

b Levis 05011

> Levis 05021

> Levis 05031

b Levis 0600.1

> Levis 07001

b Lewis 0800.1

b Levis 0900.1

> Levis 00041

b Levis 00101

> Levis TEST PRECINCT

" P 12345575a~ » | Pagesize 3 v

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

Edit Districts

# of Voters

&

& ‘_
52
=
(=}

]
]

B
&
5

]
]
s

@ o
]
I’

B
v

@
i
3

]
2
it

[=

o |
5
2

Combine

Combine

Combine

Combine
Combine
Combine
Combine
Combine

Combine

Combine
Combine
Combine
Combine

Combine

Combine

Combine

m
=4

m
=3

m
o

m
la:

m
=3

m
=

m
e

m
e

m
=4

m
=3

m
o

m
la:

m
=3

m
=

m
e

175 items in 9 pages

If a precinct does not have any voters in it, the “Delete” link will appear (red box above). Click “Delete”

and then click “Ok” to finish the process.

The page will refresh, and the precinct split will disappear from the precinct splits table.

When no precinct splits remain, a precinct is automatically deactivated and will no longer appear in any

drop-down lists.
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Manage Precinct Splits
Hover over “County Utilities” and then click “Precinct Splits” (red arrow).

County Utilities JigElls]

County Options

County Office Information

County Settings »
District Assignment
Districts

Impersonate User Role
Import File »

Messages ¥
Maotice Management

Patitions

Precinct Splits

Updating an Existing Precinct Split
Click the “Edit” (green box) to update an existing precinct split’s name.

PRECINCT SPLITS

Create New Precinct

Create New Precinet Split

County Precinct Split Name # of Voters ‘Combine
b Lewis 00012 Edit Districts 189 Combine Edit
b Lewis 0001.3 Edit Districts 1857 Combine Edit
> Lewis 00014 Edit Districts 10 Combine Edit
P Lewis 00015 Edit Districts 5 Combine Edit
b Lewis 00016 Edit Districts 1 Combine Edit
b Lewis 00023 Edit Districts 544 Combine Edit
> Lewis 00031 Edit Districts 42 Combine Edit
> Lewis 00032 Edit Districts 889 Combine Edit
P Lewis 0003.3 Edit Districts 443 Combine Edit
b Lewis 0004.2 Edit Districts 577 Combine Edit
> Lewis 00043 Edit Districts 236 Combine Edit
> Lewis 0004 4 Edit Districts 26 Combine Edit
P Lewis 0004.5 Edit Districts 13 Combine Edit
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Click “Edit Districts” (purple box) to edit the districts linked to the precinct split. Use the arrows in the
middle of the page (red circle) to assign and remove available districts from the split. Changes are saved
automatically. Click the “Return to Precinct Splits” button at the top of the screen when finished.

EDIT DISTRICTS WITHIN PRECINCT SPLIT

County: Lewis Return to Precinct Splits Precinct Split Name: 0001.2

Create New District

Available Districts
CEMETERY - CEMETERY DIST #1-WINLOCK COP

Cemetery - Cemetery Dist

Linked Districts
CEMETERY - CEMETERY DIST. #10-MINERAL
Commissiener - Comm Dist 1 Sub-Dist 1
MM DIST #1

al District 3

Commissioner

Congressional - Cong

Cemetery - Cemetery Dist. % -Randle Fire - Riv

Fire Authority
Cemetery - Cemetery Dist.

Judicial - Court of Appeals, Di 2, District 3

Judicial - Supreme Court

Judicial - Lewis Super
Legislative - Legis

PCO - AD
Commissioner

Commissioner - County Comm Di School - Adna School 226

Public Usility - PUD omm 22
Public Utility - PUD District

Commissioner

mm Dist 1

Commissioner - County Comm Dist #3

To see a report of all precinct split changes, Hover over “Reporting” and select “Reports” (red arrow).

Election M

Advanced Search

Advanced Search Log
Audit Tables >

Ballot Proofing »
Election Canvassing
Public Records Requests

Registrant Record Views

Select “Precinct Splits Management” from the reports drop down (below), and enter a specific date or a
date range (optional). The report generated will display all added, updated, or deleted precinct splits,
which user performed each task, and the date and time of the change.

REPORTS

Report: Description

Precinct Splits Management - Displays user changes to the precincts.

* Specific Date
Date Range:

3/11/2019 | [E

View Report
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Adding a New Precinct Split

Click the “Create New Precinct Split” button (blue arrow) to begin.

PRECINCT SPLITS

Create New Precinct
‘ Create New Predinct Split
1B

County Precinct Split Name # of Voters Combing
b Lewis 00012 Edit Districts 189 Combine Edit
b Lewis 00013 Edit Districts 1557 Combine Edit
> Lewis 00014 Edit Districts 10 Combine Edit

Choose a precinct to link the precinct split to from the drop down and assign a name to the new split.
Click the “Add Precinct Split” button (orange arrow) to continue.

Create New Precinct Split
Choose Precinct: ADMA A Add Precinct Split
Precinct Split Name 00000.1| + Close

The screen will refresh and change to the “Edit Districts within Precinct Split” page. Assign districts to
the new precinct split (below). Click the “Return to Precinct Splits” button to complete the process.

EDIT DISTRICTS WITHIN PRECINCT SPLIT
County: Lewis Return to Precinet Splits Pracinct Split Name: 00000.1

Create New District

Available Districts: Linked Districts

>

<<

Cemetery - Cemetery Dis
Cemetery - Cametery Dist

Cemetery - Cemetery Dist ¥

Deleting a Precinct Split
All voters must be removed from a precinct split before it can be deleted (red box). Voters need to be
reassigned to a different precinct split. The “Combine” feature (purple arrow) will move voters from one

precinct split to another.

> Lewis 0800.1 Edit Districts 688 Combine Edit
P Lewis 09001 Edit Districts 1249 Combine Edit
P Lewis 0004.1 Edit Districts 110 Combine Edit
b Lewis 0010.1 Edit Districts 1664 Combine Edit
> Lewis 00000.1 Edit Districts 0 Combine Edit
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Run a report of voter registration totals in precinct splits. Hover over “Reporting” and click “Reports”

(red arrow).
Election M

Advanced Search
Advanced Search Log
Audit Tables »>

Ballot Proofing »
Election Canvassing
Public Records Requests

Registrant Record Views
Select the “Precinct Splits” report from the drop-down box. The report will list precinct name, precinct
split, active registrants, and inactive registrants.
REPORTS

Report: Description

Precinct Splits - This is a list of all Precincts in the County, displaying: 1) all Precinct Splits for each Precinct, and 2) total number of
Active and Inactive Registrants assigned to each Precinct Split.

View Report

County Office Information
Hover over “County Utilities” and then click “County Office Information.” (red arrow).

County Options

County Office Information

This page lists County Information. It is important to keep up-to-date, as the information is posted on
the public portal, and can be imported into notices through the Notice Management Tool.

Page 117 | 174



VOTEWA USER GUIDE

VoteWA

Click “Edit” (blue box) to update any information on this page.

COUNTY OFFICE INFORMATION

+ Add New County Official (]
County Position First Name Last Name
Lewis County Auditor Larry Grove Delete Edit
Office Physical Address Office Mailing Address Website http://elections. lewiscountywa gov/
351 NW North St PO Box 29 Public-Facing Email elections@lewiscountywa gov
Chehalis WA 98532 Chehalis WA 98532 UOCAVA 'Reply to’ Email dakota@bpro.com
UOCAVA cc Email dakota@bpro.com
Office Ph 360) 7401278
\ce Fhone (360 County Seal County Official's Signature
Toll-Free Number
Fax (360) 740-1421
TDD

LEWIS
cad. 7ESS

Delete Seal

le_County Official Signature
Delete Signature

The “UOCAVA ‘Reply to’ Email” is the email address that appears on outgoing UOCAVA emails.

The “UOCAVA cc Email” is the email address is cc’d on every outgoing UOCAVA email, and the office

retains a copy of each email that is sent.

Click “Update” (orange arrow) to save changes made.

County:

Position:
First Name:

Last Name:

Office Physical Address:

City:
State:
Zip:

Office Mailing Address:

Mailing City:
Mailing State:
Mailing Zip:
Office Phone:
Phone Ext:
Toll-Free Number:
Fax:

TDD:

Update Cancel

ewis -

County Auditor -
Larry

Grove

351 NW North St
Chehalis

WA

98532

PO Box 29
Chehalis
WA

98532

(360) T40-1278

(360) T40-1421

Website:

Public-Facing Email:
UOCAVA ‘Reply to' Email:
UOCAVA cc Email:

Upload County Seal:

Upload Official’s Signature:

http:/felections lewiscountywa.gov/
elections@lewiscountywa.gov
dakota@bpro.com
dakota@bpro.com

Select

Select
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SYSTEM REPORTS

Several types of pre-built reports are available in VoteWA. Hover over “Reporting” and click “Reports”
(red arrow).

Reporting Election M:

Advanced Search

Advanced Search Log
Audit Tables 2

Ballot Proofing »
Election Canvassing
Public Records Requests

- Registrant Record Views
All pre-built reports will be listed in the drop-down menu (blue arrow).

REPORTS

Description
- Each report has specific criteria that can be selected and only those criteria will display

'YOUR SCHEDULED EXPORTS
Schedule NextRun One Time Run
At12:00 PM 3/14/2019 12:0000 PM No

DOWNLOAD PAST EXPORTS

Each report’s description will appear on the right (red box).

REPORTS

Report Description
Precincts with District Assignments - This is a detailed report of all Precinct Splits in the County, displaying: 1) total number of Registrants assigned to each
Precinct Split, and 2} all Districts associated to each Precinct Split

View Report
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Yellow Box, below: This screen will appear when the report “Ballot Return Statistics” is selected. Reports
can be set on a regular schedule and duration. For example, a daily report can run at the end of the day
on ballot returns, scheduled here.

Saved exports (red box, below) will appear in the green box under “Your Scheduled Exports” (blue

arrow, below). Exports will appear for download in the “Download Past Exports” section (purple arrow,
below).

REPORTS

Report: Description
Ballot Return Statistics - Shows the ballot statistics for returned, challenged, etc.

View Report
Create a new scheduled export
Export Name™ Ballot Returns
Export Interval -
Every day v|at[17 v {00 v
MoRE OpTIONS:
O One Time Export?
*No End Date
End After
End By
Save Export
YOUR SCHEDULED ExPORTS
Name Create Date Schedule Next Run One Time Run
Ballot Returns 4/3/2019 120:55 PM At1200 PM 4/412019 120000 PM No Delete
MR oese= s - ———
DownLOAD PAST ExPORTS
Name Export Date
Na records to display.
[KIXT ] pagesie:'s + 0 items in 1 pages

43
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ELECTIONS SETUP

Assigning an Election
Hover over “Election Management” and click “Elections” (blue arrow).

Election Management [yl

Absentee Register Subscribers
Ballot Import/Expeort Options

Ballot Return

Ballot Set Up

Ballot Tracking

Candidate Lot Draw Ordering

County Canvass Status

This page contains both statewide and your county’s elections.

Click “Create new Election” (red box) to create a new election.

ELECTIONS
'3
Jurisdiction Election Type Election Date  Election Name Description ggﬁﬁf@ Initial Books Closed Voting Open Voting Closed Filing Start Filing End glté%ﬁg%pen {following
N 04/07/20 05:00 4/17/2020 12:00:00 02/13/119 05:00 04/30720 05:00
State Primary 51512020 PRIMARY 2020 32112020 5/5/2020 5:00:00 PM 5/1112020 Select
PM AM 2 M
B 03/05/19 05:00 6/21/2019 12:00:00 03/01/19 05:00 03/02119 05:00 N
Lewis Special 71912019 Chad Upload Test 6/912019 71912019 5:00:00 PM 711512019 Select Edit
M AM B M
Presidential June 2019 Presidential 05/30/19 05:00 05/01/19 05:00 06/04119 05:00
State 61412019 53012019 5/6/2019 12:00:00 AM  6/4/2019 5:00:00 PM 6/1012019 Select
Primary Primary M B M
03/26/19 05:00 3/26/2019 5:00:00 02/01/19 05:00 03/2919 12:00
State Special 312612019 Laura Test2 31572019 3/8/12019 12:00:00 AM 4172019 Select
M P B AM
» 03/29/19 05:00 02/26M19 05:00
Primary 3126/2019 311512019 4112019 Select
PM PM
] 02/01149 0500 22602019 50000 020149 05:00  02/20115 05:00
Lewis Municipal 202612019 Test Municipal 2212019 2/1/2019 12:00:00 AM 2072019 Select
PM M PM PM
. 01/24/19 05:00 2/21/2019 5:00:00 02/01/19 05:00 02/21119 05:00
Lewis Special 21212019 Laura’s Special Test 1/22/2019 om 2/3/12019 12:00:00 AM o on om 21252019 Select

Note: Once an election has been added it cannot be deleted.
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+ Create new Election | B

UOCAVA Initial

Deadline Books Closed Voting Open Voting Closed Filing Start Filing End

Jurisdiction Election Type ~ Election Date  Election Name: Description Bﬂof.s O)PE" (following

election]

Jurisdiction: Lewis - UOCAVA Initial Deadline: 5/26/2019
I Election Type: Special - I Voting open: 3/10/2019 Voting closed 3/28/2010 500 PM o}
Election Date: 3/25/2019
Election Name:  Test Special Election Books closed: 528,019 500 P o Books open (following election) 212019 m
I Filing Period Start 31,2013 500 £ (ol Filing Period End 3/15/2019 5:00 PM ie}
— — —

Description: This is not a required field

P
Insert Cancel

Information entered for a test special election is visible.

Based on the election type selected (blue box), all fields except filing periods will populate automatically,
but are editable (yellow box).

The state will set the filing period for all statewide elections. For county elections, county officials will
set the filing period (red box, below).

Clicking “Insert” (blue arrow, above) will create an election and return to the Elections page. The newly
created election will appear in the elections list (green arrow).

5 B 03/05/19 05:00 3/15/2019 12:00:00 41212019 5:00:00 03/01/19 05:00 04/01/19 05:.00
State Primary 4422019 PRIMARY 2019 21162019 41312019 Select

PM AM PM PM PM
" N 5 This is not a required 01/3171905:00 31072019 12:00:00 3282019 5:00-00 03/01/19 05:00 03/15/19 05:00
312812019 Test Special Election 21262019 4112019 Select
field. PM AM PM PM PM

When “Select” is clicked to choose an election (purple box), the election will be highlighted in red. The
election will show in the upper right-hand corner of the screen (purple arrow). Click this red highlighted
election to return to the Elections page.

& Laura Heckmann %) Logout

VoteWA i ket ————

Version: 13.19072.3

A Voter Registration  Reporting  Election Management  County Utilities  Help Search o registrants Last, First DoB Q| |Registrant ID/Barcode Q
ELECTIONS
* EErmm Sy =
Jurisdiction  Election Type  Election Date  Election Name Descripion  SOCAVA Initial Books Closed  Voting Open Voting Closed Filing Start Filing Endl S0k Qpen (following
04007/20 0500 411772020 12:00:00 02113130500 04130120 05:00
State Primary 5512020 PRIMARY 2020 32112020 51512020 5:00:00 PM 511112020 Select
PM AM PM PM
03005190500 621/2019 12:00:00 0301130500 03002/19 05:00 i
Levis Special 7191201 Chad Upload Test 6/92019 71912019 5:00-00 PM 711512019 Selecl| Edit
PM AM PM PM
Presidenial June 2019 Presidential 05130119 05:00 0501/19.0500  06/04/19 05:00
State _ 61412019 § 51302019 5612019 12:00:00 AM 6/412019 5:00:00 PM 611012019 Select
Primary Primary PM PM PM
03126119 05:00 326201950000 0201190500  03129/19 12:00
State Special 312612019 Laura Test 2 301512019 31812019 12:00:00 AM 41112019 Select
PM PM PM AM
} 03129119 0500 3267201950000 0301/190500 02126119 0500
State Primary 312612019 PRIMARY 2019 3151019 31812019 12:00:00 AM 4112019 Select
PM PM M M
02001119 05:00 2026201950000 0201190500  02/20/19 05:00
Levis Municipal 22612019 Test Municipal 22112019 21112019 12:00.00 AM 22712019 Select
PM PM PM PM
§ 0124119 05:00 221201950000 0201190500  0221/19 05:00
Levis Special 22112019 Laura's Special Test 12212019 o0 23019 120000 AW U o o 22512019 Select

Some elections have an “Edit” option (green box).

Note: Editing authority is not extended to other counties’ elections, previously completed elections, or
statewide elections.
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Schedule Races
There is a schedule that tracks when certain races appear on Primary and General ballots. Hover over
“Election Management” and click on “Schedule Races” (red arrow) to access this page.

Election Management [eLIil

Absentee Register Subscribers

Ballot Impert/Export Options
Ballot Return

Ballot Set Up

Ballot Tracking

Candidate Lot Draw Ordering

Schedule Races

The current election is in the middle of the screen (teal box).

Select the year for the election (red box) to set up. Any races scheduled to appear on the ballot
for the year and election type (Primary) will display in the table (green box).

SCHEDULE RACES

IFor June 2019 Presidential Primary - 6/4/2019 l

- Setup Election Races  Adds all races below to the current election
|

Ballot Title Office Seq# Vote For Term Length District Type District Name Primary Non-Partisan Primary Partisan General
Mayor 20005 1 4 City/Town Marton City ’ v

Mayor 20008 1 4 City/Town Mossyrock City

Mayor 20008 1 4 City/Town Napavine City

Mayor 20005 1 4 Gity/Town Pe Ell Town

Mayor 20005 1 4 City/Town Toledo City

Mayor 20005 1 4 City/Town Vader City

NOTE: You cannot edit this list. If you find incorrect or missing information on this page, contact the

Office of Secretary of State to update the table.

Click the “Set Up Election Races” button (blue arrow) to add these races to the ballot for the current

election.

NOTE: If this button is deactivated, hover over the button for an explanation.
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Hover over “Election Management” and click “Ballot Set Up” (blue arrow) to view the races (purple box).

Election Management [eII}

Absentee Register Subscribers
Ballot Impeort/Export Options

Ballot Return

Ballot Set Up

Statewide Races County Races Ballot Questions. Ballot Styles Lock

Export Statement/Translations Import Statement/Translations Total # of Races: 101 - Total # of Candidates: 3 Candidate Portal Bulk Candidate Image Upload
Candidate Search

First Name Last Name

Search Export Candidates

Expand All Races

+ Add New Race

Ballot Title Vote For Term Term Text District Type District # of Candidates
- — —— — — —
q,g 1 4 Regular City/Town Morton City 3 Delete Edit
1 4 Regular City/Town Mossyrack City 0 Delete Edit
1 4 Regular City/Town Napavine City 0 Delete Edit
7 1 4 Regular City/Town Pe Ell Town 0 Delete Edit
‘-' 1 4 Regular Toledo City 0 Delete Edit
Bq 1 4 Reau\ar Vader Cm‘ 0 Delete Edit

Office/Incumbent Management
Hover over “Election Management” and click Office/Incumbent Management (blue arrow) to access the
page to add and edit offices and incumbents.

Election Management [E®s¥is

Absentee Register Subscribers

Ballot Import/Export Options
Ballot Return
Ballot Set Up
Ballot Tracking
Candidate Lot Draw Ordering
' County Canvass Status
Elections
Manually Export BOD Files

Manually Import BOD Files

- Office/Incumbent Management
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Address 1

Address 2 Email
Chy: Phone | )_-__
State: WA Fac () -
Zip: -
Save Contact Info
[ [ Acd new recorg
| [ offce [ s Vocant [ term Length [ Tem Type [ solory [ Flng Fee [ Next tection [ Notes | |
v CounDict Delete  Edit
[+] Add new record [G]Refresh
L85t Name [ First ame [ pisplay Name [ Term Type [ Term stan [ ferm end [ Resignation Date [ setected [ |
MeGee Cameron Cameron MeGee Ful o1/01/2018 Elected Deiete | Edt
Greenwood Ronald Ron Greenwood . Full 01/01/2014 01/01/2018 Elected Delete | Edit
Coumbs Lee Lee Coumbs Ful 01/01/2010 01/01/2014 Elected Delete | Edit

Red box: “District Type” and “District” drop down lists.

Green box: Several fields to add contact information for the district. Click “Save Contact Info” (blue
arrow) to update the contact information for the selected district.

Yellow box: A small arrow used to expand the list of incumbents in an office. Click to expand.

=

Purple box: Click “Add new record” to add a new record to the incumbent list. This will navigate to a
new page (example below).

Fill in the appropriate fields for the incumbent. Click “Insert” (red arrow) to add the incumbent to the

list.

[+] Add new record

Refresh

Last Name

First Name.

Displzy Name

Term Type

Term Start

Term End

Resignation Date

Selected

Last Name:
First Name:

Display Name:

Term Start
Term End:

Resignation Date

Selected:

Insert Cancel

Term Type: Setect Term

“«

BB

‘

Click “Add new record” (green box) to add and office to a district.

Add new record ||

e

‘ Is Vacant

‘ Term Length

‘ Term Type

‘ Salary

‘ Filing Fee

Next Election

Notes

‘ > | CounDist 1

Delste | Edit

Fill in the appropriate fields (below) and click “Insert” to add the office to this district (blue arrow).

| Office

‘ Is Viacant,

‘ Term Length

| Term Type

‘ Salary

‘ Filing Fee

‘ Next Election

‘ Notes

Office:
Is Vacant:

Term Length:

Salary:
Fling Fee:

Mext Election

Term Type: | Salary Type
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The home screen will show when a new candidate is added. All candidates will be placed under
“Incumbents to Process” (below).

Process Incumbents I Go To Process Incumbents, I

There will be a count of how many offices have eligible incumbents to process (teal box above).

VOTEWA USER GUIDE

Click “Go To Process Incumbents” (green box above) to get to the “Process Incumbents” page.

#B Save changes X Cancel changes

District Type District Code Candidate Term Length Term Total Votes Term Start Term End

PROCESS INCUMBENTS

Add to
Incumbents

A

District: Legislative District 20; Race: State Senator

Legislative LEG000013 BRIAN SMITHLIN 4 0 I\ il [t 1

Legislative LEGD00013 KAREN JOHNSON 4 0

Click “Add to Incumbents” on the far right (red box) to add the winning candidate to the office.
Click in the fields for “Term Start” and “Term End” (purple box) to select the dates.

Click “Save Changes” (blue arrow) to add the incumbent to the Office/Incumbent Management page.
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Adding a Voting Location
Hover over “Elections Management” and click “Voting Locations” (red arrow) to access the voting

locations page.
@IV EREL G County

Absentee Register Subscribers

Ballot Import/Export Options
Ballot Return
Ballot Set Up

Ballot Tracking

On this page, add (red box), edit (teal box), or deactivate (green box) county voting locations. There is an
option to designate a voting location as a vote center or a drop box (purple box). A drop box can be
designated as drive-up or staffed (yellow box).

VOTING LOCATIONS

“IActive Only
B
Location Name Address city Zip Description Special Instructions Location Hours Is Active il vote Center  Drop Box
The drive through ballot drop .
box is located in the Kemp Hal
Centralia College Kemp Hall Parking Lot Centralia 98531 ) Special Instructions v ’ Is Drive-Up: Yes Ml Edit
parking lot and can be
Is Staffed: No
accessed from R
The drive through ballot drop .
box is located at the comer of
Chehalis Avenue 242 NW Chehalis Ave Chehalis 98532 v ’ Is Drive-Up: Yes fl§  Edit
NW Chehalis Ave and NV
Is Staffed: No
Center Stwith
Take exit 77 from |-5. Auditor's v
Lewis County Auditor's Office 351 NW. North St Chehalis 98532 Office is at the west end of the v Is Drive-Up: No Edit
Historic Courthouse Is Staffed: Yes
The ballot drop box is located in
Take exit 77 from I-5. Auditor's
the Iobby and ballots can be v
Office is at the west end of the
Lewis County Historic Courthouse 351 NW. North St Chehalis 98532 dropped off between 8am.and v Is Drive-Up: No Edit
; Historic Courthouse on the main
5pm woskdays anduniis Is Staffed: No
oor.
p.m. on Election Day.
The drive through drop box is v
Mineral 104 Front St. W. Mineral 98355 located in front of the Mineral v Is Drive-Up: Yes [ Edit
Fire Station (Fire Distict No. 9) Is Staffed: No
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Click “edit” to edit an existing voting location.

Location Name Address City Zip Description Special Instructions Location Hours Is Active Vote Center Drop Box
The drive through ballot drop .
) i box s located in the Kemp Hal ) ) ) ;
Centralia College Kemp Hall Parking Lot Centraiia 98531 Special Instructions v v Is Drive-Up: Yes  Edit
parking lot and can be
Is Staffed: No
accessed from R
= Is Active Images Contracts
Location Name: Centralia College r Contact Name [ |
Address: (Kemp Hall Parking Lot ™ Contact Address [po records 0 ispiay |
Lattude: 45,7154 Contact Cit o
o714 v App FiLe
Longitude: 1229651877 Contact Zi
gl 122.9651877 P *Select File: Select
City: Centralia F Contact Phone Number () -
= = : “File N
Zipogsa1 |t Contact Second Phone Number ) - = = fle Rame:
) Description
Description: The drive through ballot drop box s located
n the Kemp Hall parking lot and can be _ Name: Test
difrom R [ Contract Required fame: Tes! N
Description: Testing
Special Special Instructions Location Type y
Expi
Instructions Vote Center AoD FiLe Xxpires:
Drop Box “Select File: Select Upload File
Days Open Drive Up *File Name:
Before Election: [ Staffed Description:

Location Hours:

Upload File

(=
B
B

jate Cancel

Change or update any of the fields shown above. Click “Update” (blue arrow) to save all the changes.
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Assigning a Voting Location to an Election
Hover over “Election Management” and click “Voting Locations to Elections” (blue arrow) to assign a

vote center or drop box to an election.
Election Management [&I¥al:

Absentee Register Subscribers

Ballot Import/Export Options
Ballot Return

Ballot Set Up

Ballot Tracking

Candidate Lot Draw Ordering

Voting Locations to Election

First, select the election (green box). The current election will be the default, with different elections
listed in the drop-down menu.

Choose the drop box or vote center to be assigned from the list on the left (red box).

Use the arrows in the center to assign the desired drop boxes and vote centers to the election (purple
box).

AssiGN VoTE CENTERS/DROP Boxes To ELECTION

IEIections PRIMARY 2019 - I

———Aualable Vole CenlersDigo Baxzs Linked Vote Centers/Drop Boxes

Chehalis Avenue Move Selected

Centralia College
Lewis County Auditor's Office =
Lewis County Historic Courthouse

Mineral <

Morton
Mossyrock
MNapavine
Move All
Cnalaska

Packwood B
Pe Ell

<<
test

Test Vote Center
Toledo
Twin Cities Senior Center
Vader

Winlock
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<Page Intentionally Left Blank>
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BALLOT SETUP

Adding a Race
A race can be added in two different places - the Schedule Races tab and the Ballot Set Up page.

Hover over “Election Management” and click “Ballot Set Up” (blue arrow) to add a race.

Election Management RSy

Absentee Register Subscribers
Ballot Import/Export Options

Ballot Return

Any races in the assigned election will show on this page (green box).

Select the County Races tab (green tab below) to add races to an election. The Statewide Races tab to
the left has races added at the State level. Statewide Races are controlled at the state level.

BaLLot SeT Up

For: PRIMARY 2019 - 3/26/2019

County Races Ballot Measures H Ballot Styles M Import/Publish Ballots l Lock

e e el e Total # of Races: 2 - Total # of Candidates: § Candidate Portal Bulk Candidate Image Upload

Candidate Search

First Name Last Name

Search Export Candidates

Expand Al Races

+ Add New Race

Ballot Title Vote For Term Term Text District Type District #of Candidates
>  State Senator i) 1 4 Regular Legislative Legislative District 19 0 Delete Edit
> AUDITOR | 1 4 Regular Countyvide 5 Delete Edit

Click “Add New Race” to add a new race to an election (red box below)

BALLOT SET UP

For: April Special Election - 4/23/2019

County Races Ballot Measures M Ballot Styles ” Import/Publish Ballots W Lock

Export Statement/Translations Import Statement/Translations Total # of Races: 2 - Total # of Candidates: 4 Candidate Portal Bulk Candidate Image Upload

Candidate Search
First Name Last Name

Search Export Candidates
Expand All Races

+ Add Ne

Ballot Title Vote For Term Term Text District Type District # of Candidates
»  State Senator q,g 1 4 Regular Legislative Legislative District 19 2 Delete Edit
»  Coun Pos At-Large 1 4 Regular City/Town Cent Coun Dist #1 2 Delete Edit
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Select the race from the drop-down menu at the top of the screen (blue arrow below). The District drop
down will populate with available districts for that race (purple box). Select a District and then select the
term type (orange box). All other field will autofill.

+ Add New Race

Ballot Title Vote For Term Text District Type District #of Candidates
Fields with an * are required
Races: CITY COUNCIL MEMBER -
—
District Type: City/Town
District: Cent Coun Dist #1 -
Subdistrict:

Ballot Title: | CITY COUNCIL MEMBER|

County: Lewis

Vote For:
Term: »
Term Type: - Select Term Type - =
Filing Start: 3172019 5:00 PM o
Filing End:  3,25/2019 5:00 PM o

Word Limit

Other Word Limit
Is Filing District At Large
Is Voting District At Large
Filing Fee

Filing Fee Cost

Additional Requirement:

7
Insert  Cancel

Set the word limit, filing fee, and indicate if the filing and voting districts are “at large” on this page (red
box). These fields are tied to online candidate filing and entering candidates.

Enter notes in the “Additional Requirements” field (yellow box). “Additional Requirements” show on the
“Add to Race” page.

Click “Insert” (orange arrow above) to add the race to the election.

The race has now been added to the selected election (teal box below).

+ Add New Race

Ballot Title Vote For Term Term Text District Type District #0f Candidates
> State Senator ) 1 4 Regular Legislative Legislative District 19 2 Delate Edit
I > CITY COUNCIL MEMBER ) 1 4 Regular City/Town Cent Coun Dist #1 0 Delete Edit
=
>  CounPos At-Large En 1 4 Regular City/Town Cent Coun Dist#1 2 Delate Edit

Edit or delete any county races (light green above).
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NOTE: On the “County Races” tab there is a small icon next to the Ballot Title of each race (red box
below). This means translation is available for that race. Files can be exported out using the “Export
Statement/Translations” link in order to translate the statements and then imported into the system
with the “Import Statement/Translations” link at the top of the screen (orange box below).

Statewide Races County Races Ballot Measures W( Ballot Styles ” Import/Publish Ballots W Lock

Export Statement/Translations Import Statement/Translations

Total # of Races: 101 - Total # of Candidates: 3 Candidate Portal Bulk Candidate Image Upload

Candidate Search
First Name Last Name

Search Export Candidates

Expand All Races

+ Add New Race
Ballot Title Vote For Term Term Text District Type District
4 Regular City/Town Morton City

# of Candidates
0 Delete

m

b Mayor 25 1

Adding a Candidate (Ballot Set Up)

Hover over “Election Management” and click “Ballot Set Up” (blue arrow below).

Election Management @ity

Absentee Register Subscribers
Ballot Import/Export Options

Ballot Return

Next to each existing race is a small arrow (red box below). Click to expand the race and show any
candidates in the race. Click the “Add New Candidate” button (purple box below) to add a candidate to

the race manually.

B State Senator 1 4 Regular Legislative Legislative District 19 2 Delete. Edit
Candidate # Registrant ID Candidate Name Filing Date Party  Ballot Order Status Locked  Writen Receipt  Certificate of Election Certificate of Nomination Filing Form
35843 [ Mickey Mouse 31412019 2:19:05 PM None 1 Pending No Edit  View View View Scan
35844 0 Minnie Mouse 31412019 2:20:14 PM Nene 2 Pending No Edit  View View View Scan
»  CITY COUNCIL MEMBER 1 4 Regular CityfTown Cent Coun Dist #1 0 Delete. Edit
> Coun Pos At-Large ) 1 4 Regular City/Town Cent Coun Dist #1 2 Delste. Edit
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+ Add New Candidate

Candidate # Registrant ID Candidate Name Filing Date Party Ballot Order Status Locked Write-in Receipt Certificate of Election Certificate of Nomination Filing Form
Insert  Cancel
Fields with an = are required
Photo
Select
=) ~
Zoom: 100% Size: 0x0px Pos.. (--) LastAction: Nene 4
Delete Image
When making changes to photo, click Save lcon or changes will be discarded
Candidate Code
Title Suffix
First Middle Last
Ballot Name:
Address City Zip State
d Searchin WA

|4

Green box (above): Click “Select” (blue arrow) to add a photo to a candidate record. The photo will
upload into the photo editing tool to crop, zoom, resize, etc. Click “Delete Image” (red arrow) to remove

the image.

Purple box (above): Enter candidate information in each corresponding field. The TotalAddress link
(green arrow) will launch the TotalAddress application to confirm the candidate’s address is in the

appropriate jurisdiction.

Party Preference
Candidate Email

Campaign Name

Campaign Email

No Party Preference

Candidate Phone

)

Campaign Phone

Copy Residence Address to Mailing Address

Mailing Address

Video URL

Remarks

Mailing City Mailing Zip

Website

Mailing State
WA

Enter campaign and contact information in the appropriate fields (above)
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Blue box: Copy and paste a statement into this field or type it indirectly.

Candidate Statement
B ® A |[Nomal ¥ | “TimesNew.¥ |16px

¥ & V| Applycssc.y | &Y

“EScong Cancioate Cotement

Petition Filing Date
3/24/2013 7:33 M | [E) (O
Filing Status
Pending v

Filing Delivery Ballot Order
Payment Type Check Number Receipt Number

Write-In

Insert  Cancel

Red Box: These fields display the status of the candidate, time of filing and payment information.
Payment type, filing delivery and a check and receipt number can also be added.

Click “Insert” To add the candidate (green arrow).

The candidate is now listed under the race (orange box below).

¥ State Senator i) 1 4 Regular Legislative Legislative District 19 2 Delete. Edit
+ Add New Candidate
Candidate # Registrant ID Candidate Name Filing Date Party  Ballot Order Status Locked  Writedn Receipt  Certificate of Election Certificate of Nomination Filing Form
35843 [ Mickey Mouse 3/14/2019 2:19:05 PM None 1 Pending No Edit  View View View Scan
35844 [ Minnie Mouse 3/14/2019 2:20:14 PM None 2 Pending No Edit  View View View Scan
82021 0 First Last 3/24/2019 8:00:38 PM None 3 Pending No View View

To edit or view a candidate record, click “Edit” or “View” (green box). Click “Scan” (teal box) to attach a

form to the record.
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Adding a Candidate (Voter Record)
A candidate can be added to a race directly from a voter record. Pull up the voter record using a quick
search in the upper right-hand corner of the screen (purple box).

M Voter Registration  Reporting  Election Management  County Utilities  Help HECKMANN 0B Q| Registrant ID/Barcode Q
RegistrantID 12291645 County Levis °

HECKMANN, LAURA E DOB  01/29/1988 (Age 31
Registrantinfo [T M Provisional M Voting History ” Validations M Attachments 1 Activity { Correspondence 1
Residence Address Mailing Address Update Remml Add To Race ' District Type | District Name
Gity/Town Che Coun Dist #1
e 765 NW FOLSOM ST 765 NW FOLSOM ST
CHEHALIS, WA 98532 CHEHALIS, WA 98532 City/Toun

SSN4: 1234 Gender:
WA DL/ID # Form Language:
Registration Date: 312312019 Phone:
Effective Date of Change: 32312019 Mobile:
Source of Registration: DDA Email:

Previous Name:

Unse

ice(s)

Forms to be Scanned
Date

0372472019

Click the “Add To Race” button (red box above) while in the voter record.

Choose from the “Races” drop down list (green box). This drop-down will only display races the voter is
eligible to file for office.

Registrant D 12291645 County Lewis Status

[ Ace |
HECKMANN, LAURA E DOB  01/29/1988 (Age 31) Status Reason [EDE

Ballot Info M Provisional M Voting History 1[ Validations M Attachments 1 Activity ( Correspondence W

Cancel
ApD TO RACE

Fields with an * are required

Races - District. - Party Filing Date 3/24/2019 8:28 PM ic)]
No Party Preference

Race Tem  District
AUDITGR 4

School

5 recto 1-Sch Dist 4 School

Director, District No. 2 - Ro School

2-5ch Dist 400 - Oakville 4 School

£SCHOOL DISTRICTNG, 4 School

Dgalad0D Dicector Dicct = ccb Dt 400 _Callie s haal

Choose a District in the “District” drop down list. (blue arrow above). Enter party preference in the
“Party” field or check the “No Party Preference” box (orange box above). The filing date will auto-
populate.
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Candidate Information

Upload Image
2 ~
Photo
Zoom: 100% Size: Ox0px Pos::(--) Last Action: None 4
Delete
When making changes to photo, click Save Icon or changes will be discarded
Tile
First Name LAURA Middle Name E Last Name HECKMANN Suffix -
Residence Address 765 NV FOLSOM ST Viow in TotalAddress Ciy CHEHALIS State WA Zip 98532
Ballot Name :
Candidate Email Candidate Phone () ___

Click the “Upload Image” button (orange box above) to add an image to the candidate’s file. The name
and address are auto-populated from the voter record. Enter the “Ballot Name” (blue box above) and
candidate email and phone, if applicable.

Enter either a new mailing address or copy from the residence address above (blue arrow below).

Campaign Information
Copy Residence Address to Mailing Address
Mailing Address : Mailing City 3 Mailing State| AA v |* Mailing Zip

Campaign Email Campaign Phone () _-__ Website

Campaign Name

Video URL

Candidate Statement

Filing Delivery -
Filing Fee
Payment Type v Check Number Receipt Number

Add To Race

Go To Races

Enter any campaign information in the corresponding fields, including a candidate statement, filing
status and payment information.

Click “Add to Race” (red box above) to add the candidate.
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Once the candidate has been successfully added to the race, see the message below:

Add To Race

SUCCESSI Voter LAURA HECKMANN Added to Race AUDITOR. Please click Go To Races to edit this candidate.

Go To Races

Click “Go To Races” (yellow box above) to view the candidate in the Ballot Set Up page (green box
below).

M Loy

+ Add New Candidate

Candidate # Registrant ID Candidate Name Filing Date Party Ballot Order Status Locked Write-in Receipt Certificate of Election Certificate of Nomination Filing Form
81970 24204 JASON ALAN LEWIS 1 Qualified Yes Edt  View View View Scan
81975 2223226 BILLIE C JONES 2 Pending Yes Edit  View View View Scan
82022 12291645 LAURA E HECKMANN 372412019 8:28:47 PM None 3 Pending No Edit  View View View Scan
35849 0 test test 3142019 4:43:34 PM no 4 Pending No Edit  View View View Scan
35850 0 Wilma Winter 31142019 4:44:00 PM no 5 Pending No Edit  View View View Scan

Note candidate’s status from this view (red box, above). The candidate name color (teal box)
corresponds to different statuses for an additional visual aid.

Adding a Ballot Measure (ballot set up)

Hover over “Election Management” and click “Ballot Set Up” to add a Ballot Measure.

Election Management Sy

Absentee Register Subscribers
Ballot Import/Export Options

Ballot Return

Ballot Set Up

Click on the “Ballot Measures” tab (green tab below).

BALLOT SET UP

For: PRIMARY 2019 - 3/26/2019

PRI (... | mporspusicn gatots |[ Lok

Export Translations  Import Translations

Export Measures

+ Add New Ballot Measura B

District Type District Ballot Measure Name Ballot Measure Type Retention Receipt

No records to display.

Click “Add New Ballot Measure” (blue box above).
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+ Add New Ballot Measure 1B
District Type District Ballot Measure Name Ballot Measure Type Retention Receipt
District Type: Select District Type v District: Select District v
Type: Select Ballot Measure Type - l Office Seq # Ballot Order- Office Seq # must be between 900 and 939 l
I Measure Name 1 WWritien By:
Serial Number.
Measure Number:
Date Received: 4/3/2019 Date Filed: 473/2019
—
FoTEl e ey wg 8 D C (xRS =004 E

Statement:

[Normal <] Timesnew ... -[16ex || B 7 U ahe| =
A O [appiycssC.. -] @ ‘

(]

Spell Check

/" Design 4% HTML @ Preview .

Short Description:

For Text Against Text:

Complete Text
URL

Q fnsert
Cancel

Orange Box (above): Select the “District Type” and “District” for the measure. Once a “District Type” is
selected, the “District” drop-down will populate accordingly.

Teal Box (above): This number must be set between 900 and 999 in order to save the measure. This is a
sequence number that will determine the order the measures will appear on the ballot. This is a
required field.

Red Box (above): Enter the name of the Ballot Measure.
Green Box (above): Enter the ballot title content.

Yellow Box (above): “Date Received” and “Date Filed” are auto-populated with the current date.
However, the dates are editable.

Purple Box (above): Enter the “Explanatory Statement” directly into this field or copy and paste from a
word document. Spell check is active in this window. When the “Design” view is chosen, text can be
edited (bold, italics, etc).

Orange Box (above): Type a short description for the measure.

Green arrow (above): Click “Insert” to add the measure.
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The measure will now show on the “Ballot Measures” tab in “Ballot Set Up” (teal box below).

Measures can be exported for translation and then imported back into the system using the “Import”
button (yellow box, below).

The “Export Measures” button (green box, below) allows exporting measure content into a CSV file.

BaLLoT SET UP

For: PRIMARY 2019 - 3/26/2019

Statewide Races H County Races \I llﬂlMeasnres Ballot Styles || Import/Publish Ballots || Lock

Biport llensiations  Import Translations
Export Measures
| + Add New Ballot Measure 1B I
ISTICt TYpe Bistrict Ballot Mezsure Name Ballot Measure Type Stention Receip

City/Town Cent Coun Dist #1 Measure 1 Local

E

Delete

Once a measure has been added, edit it (red arrow, above) to include “For” and “Against” statements
and committee information. Below, you will see the “Committee For” and “Committee Against” fields
side by side.
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CommiTTEE FOR: COMMITEE AGAINST.
Committes Name. Committes Name:

Descriptian: Descriptian:
Contact Last Mame: Contact Last Mame:
Contact First Mame- Contact First Mame-

Contact Phone: Contact Phone:

Contact Email: Contact Email:
——
Members: Send Instructions Members: Send Instructions
I [+] Add new recora

|T Add new record
| Last Name | First Name | Email Address | | | Last Name | FirstMame | Email Address
Mo records to display.

|No records to display

Statzment Approve Staternar | Statement Approve Statemen
chHLE=ES A R R HLE=ES A
x MNorma! ¥ | Times Mew..¥ | 16px ¥
== == (w B UwE===E = ==|g
AT O Y| ApplyCSSC¥ v AY O Y| Apphcsscw &Y
Rebutial I Approve Rebuttal Reguest REbu‘\‘lal Rebuttal I Approve Rebuttsl Reguest REbuttalI

%Nl EES A =Y 8 m@ET % MESEO A

E= e

AT O Y AppCSSCY | &Y

Save Commitiee Save Commitiee

Green box (above): Enter general information about the committee itself.

Red box (above): To add committee members, click “Add new record” and enter a first and last name
and email address.

Blue arrow (above): “Send Instructions” will generate an email field to type instructions to send to the
added committee members.

Yellow box (above): Enter your “For” and “Against” statements.

Orange box (above): To indicate that the statements have been approved, click the “Approve
Statement” checkbox.

Purple box (above): Enter the rebuttal for the “For” or “Against” statement.

Teal Box (above): View the approval checkbox, however, notice a button labeled “Request Rebuttal.”
This will generate an email window that will allow a rebuttal request to be sent, with a link to the public
portal where it can be submitted.

Light Green box (above): When ready to save “For” and “Against” information, click “Save Committee.”
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Adding a Measure (Petitions)
Hover over “County Utilities” and click “Petitions” to add a measure through the petitions.

County Options

County Office Information

County Settings »
| District Assignment
| Districts

Impersonate User Role

Import File *

Messages »

Motice Management

Click “Add New Petition” (red box below).

Petitions

Existing Petitions
Display Archived Petitions

Add New Petition B
Name Description Petition Type County %g%’em‘“s" Bg{gm“”a(‘“" g{;ﬂ“gs%‘ E,‘{g”[')a;{g" Signatures Required Lines per Page Status Archived?
Petitions
Existing Petitions
Display Archived Petitions

+ Add New Petition B

Name Description Pefion Type ~ County Submitted  Delermination  Circulation  Gireulalion  ignatures Required Lines per Page Status Archived?

Name:

Description

Petition Type v
Submitted Date 3/25/2019

Determination Date:
Circulation Start Date
Circulation End Date

Lines per Page 20
Registration Date must be at least 10 days prior to Petition's Submitted Date:
Registration Date must be prior to Petition's Submitted Date

Comments:

Status: Pending v
Archived?
Insert Caneel

Enter in all the fields accordingly as shown above. Click “Insert” (blue arrow above) to add the petition.
The petition is now on the list in a “Pending” status. This is the default setting for all newly added
petitions but can be updated at any time.

+ Add New Petition

R=l
Name Description Petition Type County g;%mnted Bg{grmmaﬂnn gl\;cnulDagfg (ijr{g%%t‘\gn Signatures Required Lines per Page Status Archived?
This is a petiion for a ballot  Initative to the ‘ ‘
Test Measure Lewis 03/25/2019 20 Pending Edit
measure People
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There are options to “View,” “Delete” and “Edit” to the far right of the petition (purple box above). Click
“Edit” to update the status of a petition.

This is a petition for a ballot Initiative to the

Test Measure measure People Lewis. 03725/2019 20 Pending View Delete Edit
Name Test Measure

Description This is a petition for a ballot measure

Petition Type: Initiative to the People v

Submitted Date 3/25/2013

Determination Date:

Circulation Start Date

Circulation End Date

Lines per Page 20
Registration Date must be atleast 10 days prior to Petition's Submited Date
Registration Date must be prior to Petion's Submitted Date:

Comments:

Stalus: Sufficient v

Archived?:
Update Cancel

Select the status of the petition from a drop-down menu (orange box above). Click “Update” to save
(red arrow above).

This is a pefition for a ballot  Initiative to the ) ) = .
Test Measure Lewis 03/25/2019 20 Sufficient Receipt Delete  Edit
measure People

Marking the petition as “Sufficient’ triggers a “Receipt” link to appear (green arrow above).
Click “View” to add the measure to the Ballot Set Up page (teal box above).

Tabs on this screen allow assigning signature fields, assigning the petition to a district(s), assigning
political parties, adding attachments, and viewing statistics.

Click “Create Ballot Measure (red arrow below) to add the measure to the ballot setup page.

Current Petition

Test Measure
Enter % of registered voters: Caleulate
# of Signatures Required: 30568 Set
| View Petition Report Back to Petition List Lock Petition Rules

Assign Signature Fields AssignDisn'icls Assign Political Parties ” Aftachments H Enter Circulated Pages ” View Statistics 1

Assign Districts

District Type:| School 2
District: Adna School District #226 v
Add District Add All Districts
District Type District
‘ School ‘ Adna Schoal District 2226 ‘ Delete

The measure will now display on the “Ballot Measures” tab on the Ballot Set Up page (teal box below).

Statewide Races Ballot Measures Ballot Styles Import/Publish Ballots Lock

Export Translations  Import Translations

Export Measures

+ Add New Ballot Measure | @
District Type District Baliot Measure Name Ballot Measure Type Retention Receipt
School Adna School District #226 Test Measure Local Edit Delete
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Ballot styles

Hover over “Election Management” and click “Ballot Set Up” (red arrow) to create ballot styles.

Election Management ety

Absentee Register Subscribers
Ballot Import/Export Options

Ballot Return

» Ballot Set Up

{ Statewide Races M County Races W( Ballot Measures BallvlStyles Import/Publish Ballots Lock

Expand All Ballot Styles Total # of Ballots Styles: 2
Create Ballot Styles ¥/Consolidate Ballots
Please allow time for system to create the ballots.
DO NOT CLOSE THIS PROGRAM UNTIL BALLOTS ARE CREATED.
|There are precinct splits in other counties that have already been connected to your ballots. Click the 'Add Outside Precinct Splits' to reconnect them to your ballots. Add Outside Precinct Splits
Ballot Name Party View Ballot Created

»  LEWI_SPE_STY001 View Ballot 3/25/2019 10:12:11 AM Edit Ballot Name
» LEWI_SPE_STY002 View Ballot 3/25/2019 10:12:11 AM Edit Ballot Name

Click on the “Ballot Styles” tab. At the top of the screen is a button labeled “Create Ballot Styles” (red
box below) and a check box for “Consolidate Ballots” (green box below).

Create Ballot Styles J}#/Consolidate Ballots

Flease allow time Tor system to create the ballots.
DO NOT CLOSE THIS PROGRAM UNTIL BALLOTS ARE CREATED.

Green box: A CHECKED box will generate ballot styles based on unique combinations of races and
measures. An UNCHECKED box will generate ballot styles by precinct.

Red Box: Click the “Create Ballot Styles” button to create ballot styles based on the races and measures
entered for that election.

Ballot Name Party View Ballot Created
» LEWI_SPE_STY001 View Ballot 3/25/2019 10:22:10 AM Edit Ballot Name
»  LEWI_SPE_STY002 View Ballot 3/25/2019 10:22:10 AM Edit Ballot Name

Above is an example of the consolidated ballot style generation. One for each unique race.

Purple Box: Click “Edit Ballot Name” to rename the ballot styles. It will open a screen shown below.
Enter the Ballot Name into the text field and click “Update” (blue arrow below).

Ballot Name: Party View Ballot Created
»  LEWI_SPE_STY001 View Ballot 3/25/2019 10:22:10 AM Edit Ballot Name

Ballot Name: | LEWI_SPE_STY001
Update Cancel
»  LEWI_SPE_STY002 View Ballot 3/25/2019 10:22:10 AM Edit Ballot Name
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Click the small arrow left of the ballot name to expand each ballot style to see a list of precinct splits and
voters associated with that ballot style (red arrow below).

Ballot Name Party View Ballot Created
¥  LEWI_SPE_STY001 View Ballot 3252019 10:22:10 AM Edit Ballot Name
County Precinct Split #Voters

Lewis 0001.2 123

Lewis. 0001.3 1,019

Lewis. 0001.4 5
Lewis. 3
Lewis 0001.6 1
Lewis 0002.3 347
Lewis. 0003.1 28
Lewis. 0003.2 581
Lewis 0003.3 217

Below is an example of the non-consolidated creation of ballot styles. There is a ballot style to
correspond with every precinct in the county.

Ballot Name Party View Ballot Created
> LEWI_SPE_STY001 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
b  LEWI_SPE_STY002 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
> LEWI_SPE_STY003 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
> LEWI_SPE_STY004 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
»  LEWI_SPE_STY005 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
» LEWI_SPE_STY006 View Ballot 302512019 10:29:20 AM Edit Ballot Name:
b  LEWI_SPE_STY007 View Ballot 325/2019 10:29:20 AM Edit Ballot Name
»  LEWI_SPE_STY008 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
> LEWI_SPE_STY009 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
»  LEWI_SPE_STY010 View Ballot 302512019 10:29:20 AM Edit Ballot Name:
b LEWI_SPE_STY011 View Ballot 325/2019 10:29:20 AM Edit Ballot Name
»  LEWI_SPE_STY012 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
>  LEWI_SPE_STY013 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
> LEWI_SPE_STY014 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
b  LEWI_SPE_STY015 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
»  LEWI_SPE_STY016 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
>  LEWI_SPE_STY017 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
> LEWI_SPE_STY018 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name
» LEWI_SPE_STY019 View Ballot 302512019 10:29:20 AM Edit Ballot Name:
b LEWI_SPE_STY020 View Ballot 325/2019 10:29:20 AM Edit Ballot Name
> LEWI_SPE_STY021 View Ballot 3/25/2019 10:29:20 AM Edit Ballot Name

The same features of expanding and renaming apply to this method of creation.

Purple Box: “View Ballot” provides the electronic version of the ballot available through the public
portal.

Click on the “Import/Publish Ballots” tab to import the Ballot PDFs as well as publish and unpublish
ballot and voter guide content to the public portal After ballots and/or the voter guide are published to

the voter portal an “Unpublish” button will appear.
Import/Publish Ballots

PuBLIsH BaLLoTs TO VOTER PORTAL PuBLISH VOTER GUIDE TO VOTER PORTAL
Publish Ballots to Vioter Portal Publish Voter Guide to Voter Portal

Statewide Races

‘ County Races H Ballot Measures

‘ Ballot Styles

Import Ballot PDFs
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Candidate Lot Draw Ordering
Hover over “Election Management” and click “Candidate Lot Draw Ordering” (blue arrow) to set

candidate order for the ballots.
Election Management [ESIilg

Absentee Register Subscribers

Ballot Impert/Export Options
Ballot Return

Ballot Set Up

Ballot Tracking
» Candidate Lot Draw Ordering

The screen below will appear:

CANDIDATE LoT DRAW ORDERING

Save Changes

Initial Order Lot Draw based on

Candidate Filing -

Initial Order Ballot Order
1 3
2 2

3 1

The maximum number of candidates in one race in the election selected will appear on screen.
Orange box: Choose to base the initial order on Candidate Filing or Alphabetical.

Green Box: On the left, the initial order will be what selected in the orange drop-down. On the right,
manually enter the lot draw order and click “save changes” (red box above).

The message below will show after the order has been successfully saved.

Save Changes

Lot draw order entered successfully.
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Navigate back to the Ballot Set Up Page (blue arrow, below):

Election Management [ESGIFLIY

Absentee Register Subscribers
Ballot Impeort/Export Options

Ballot Return

# Ballot Set Up

Click on the “County Races” tab (green tab below).

BALLOT SET UP

For: PRIMARY 2019 - 3/26/2019

Statewide Races County Races Ballot Measures M Ballot Styles M Import/Publish Ballots W Lock

Use the small arrow next to the race to expand the race with the candidates, to be shown in the new
order (orange box below).

¥ CounDist1 q,g 1 4 Regular City/Town Che Coun Dist #1 3 Delete di

=+ Add New Candidate

Candidate # Registrant ID Candidate Name Filing Date Party | Ballot Order Status Locked  Write-in Receipt  Certificate of Election Certificate of Nomination Filing Form
70068 [} Mason Crosby 312412019 10:55:23 AM 1 Pending No View View View Scan
T0067 0 Mike McCarthy 3/24/2019 10:54:23 AM 2 Pending No View View View Scan
70066 o Aaron Rodgers 312412019 10:53:20 AM None 3 Pending No View View View Scan

Order can be manually changed within each race by editing each candidate (purple box above).

The “Ballot Order” box is at the bottom of the edit screen for each candidate:

Ballot Order
1
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<Page Intentionally Left Blank>
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ISSUING & RETURNING BALLOTS

Outbound Ballot Processing)
Hover over “Election Management” and click “Outbound Ballot Processing” (blue arrow) to load ballot
records for all eligible voters in an election.

Election Management eIV

Absentee Register Subscribers
Ballot Import/Export Options
Ballot Return

Ballot Set Up

Ballot Tracking

Candidate Lot Draw Ordering
County Canvass Status
Elections

Manually Export BOD Files
Manually Import BOD Files

Office/Incumbent Management

- Outbound Ballot Processing

Check that the election is selected and displayed at the top:

PRIMARY 2019 - 3/26/2019

Click “Load” (red arrow below).

OUuTBOUND BALLOT PROCESSING

For PRIMARY 2019 - 3/26/2019
Load ballot records for voters in your precincis
Load
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Once ballots have loaded, the following appears:

Load ballat records for voters in your precincts

Load

‘OUTBOUND BALLOT PROCESSING

For: PRIMARY 2019 - 3/26/2019

Ballots to be sent via MAIL
Election Type: Lenguage Ballot Mail Type Voters
Primary English 1 View List (.csv) Create Mailing Batch
Primary English Meail - Foreign (UOCAVA Overseas Military) 1 View List (.csv) Create Mailing Batch
Primary English Mail - In State 43926 View List (.csv) Create Mailing Batch
Primary English Meail - In State 1 View List (.csv) Create Mailing Batch
Primary Korean Mail - In State 1 View List (.csv) Create Mailing Batch
Primary Russian Meail - In State 1 View List (.csv) Create Mailing Batch
Primary Spanish Mail - In State 2 View List (.csv) Create Mailing Batch
Ballots to be sent via EMAIL
Election Type: Lenguage Ballot Email Type Voters
Primary English Domestic Military 234 View List (.csv) Send Emails
Primary English National Guard/Reserves 1 View List (.csv) Send Emails
Primary English Overseas US Citizen 18 View List (.csv) Send Emails
Ballots to be sent via FAX
Election Type: Language Ballot Fax Type Voters
Primary English Overseas Military 1 View List {.csv) Mark Ballots As Sent

There are three main categories on this page:

Red box: Ballots to be sent via MAIL Teal box: Ballots to be sent via EMAIL

Purple box: Ballots to be sent via FAX

Categories are determined by the ballot receipt preference and mailing addresses on each voter record.

Within each category, the ballots are broken into “Language” and ”Ballot Mail Type” (Mail — In State,
Mail — Out of State, and UOCAVA status) (green box below).

Ballots to be sent via MAIL

Election Type: Language ‘ Ballot Mail Type | Voters
Primary English 1
Primary English Meail - Foreign (UOCAVA Overseas Military) 1
Primary English Meail - In State 45,026
Primary English Meail - In State 1
Primary Korean Mail - In State 1
Primary Russian Meail - In State 1
Primary Spanish Mail - In State 2

Yellow Box: A count of voters in each category.

View List (.csv)

View List (.csv)

View List (.csv)

View List (.csv)

View List (.csv)

View List (.csv)

View List (.csv)

Orange Box: A downloadable CSV list of all voters contained in each category.

Create Mailing Batch
Create Mailing Batch
Create Mailing Batch
Create Mailing Batch
Create Mailing Batch
Create Mailing Batch

Create Mailing Batch

Blue Box: The “Create Mailing Batch” button is first step in Ballot Processing. This step does NOT mark
the ballots as sent. Clicking this button moves the selected category from this list into a “Batches to
Process” holding category.

Page 150|174




VoteWA

VOTEWA USER GUIDE

The selected ballots are now in “Batches to Process” that will appear directly below the Ballots to be
sent categories, below:

Batches to Process Date ballots were mailed: 37252019 B

Batch # Election Type Date Batch Created Date Printed Ballot Mail Type Voters

30 Primary 3/25/2019 3:20:30 PM Mail - In State (English) 45926 Print Labels Brint Labels-Optimal Sort View List (.csv) |Mark Ballots As Ssntl

Light Green Box: The batch number for the group of ballots.

Red Box: Date the batch was created.

Teal Box: Ballot labels for each voter. Labels can be printed alphabetically or optimally-sorted. The
“Optimal Sort” option will sort labels to receive the best post office rates (based on carrier route) within
a given ballot type or precinct.

LE-364-1208234-1

2 Lewis County
PTIIT'IE"'}" 03/26/2019

A unigue barcode and ID will be associated with each ballot (above). This barcode connects back to both
the election and the voter.

Orange Box: The date to be marked in the system as the day the ballot was sent. It will show on the
“Ballot Info Tab” on each voter’s record. This gives the opportunity to prepare ballots for mailing before
marking them as sent.

Purple Box: Click the “Mark Ballots As Sent” button when ballots are ready to be sent.

Ballots are now marked as sent. The batch is placed into the “Outbound Ballot Processing” page under
the “Batches Marked as Sent” category heading (below).

Batches Marked as Sent Export All First Pass CSV Export All Second Pass CSV

Batch # Election Date Mailed Date Printed Ballot Type Voters

25 Primary | 3/14/2019 Mail - Out Of State (English) 104 Print Labels Print Labels-Optimal Sort View List (.csv) Export First Pass CSV Export Second Pass CSV

g Primary | 3/22/2019 Email - Overseas Military (English) 6 View List (.csv) Export First Pass CSV Export Second Pass CSV.

El Primary | 3/25/2018 Mail - Foreign - Overseas Military (English) 1 PrintLobels | Print Labels-Optimal Sort View List (.csv) Export First Pass CSV Export Second Pass CSV

Reissuing Ballots
A ballot can be reissued to a voter instantly or as part of a batch.

To reissue an individual ballot to a voter, pull up the voter record by typing the name into the quick
search in the upper right-hand corner of the screen (below).

Search for registrants Last, Firs DOB Q) | | Registrant ID/Barcode Q)
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Click on the “Ballot Info” Tab in the record (green tab below).

( Registrant Info |V Provisional M Voting History ” Validations M Attachments ] Activity ( Correspondence 1

Create New Ballot Ballot Sent 3/17/2019

Current Ballots

Election County  Baich# Ballot Status  Ballot Sent  Ballot Record Created Ballot Issuance Type Ballot Issuance Method Ballot Received Ballot Style Ballot ID
»  Primary 04/02/2019 Lewis 136 Sent 03/22/201% 03/22/201% Regular Mail - Out Of State LEWI_PCT002 LE-222-3870435-1 Label Expand
I P Primary 03/26/2019 Lewis 116 Sent 03117/201% 03172019 Regular Mail - Out Of State LEWI_PCT002 LE-221-1282999-1 Label Expand

This tab will show a complete history of this voter’s ballot issuance. Click the “Create New Ballot” (blue
arrow above) to reissue a ballot for the selected election. It will open a new window (below).

NOTE: This button will be greyed out for ineligible voters and voters who have already returned a ballot.
Only users with proper permissions will have the authority to override this restriction and reissue to a
voter with a returned ballot.

Registrant Info Ballot Info Provisional ‘ Voting History H Validations H Attachments H Activity H Correspondence

Cancel
Create Ballot ror PRIMARY 2019 - 3/26/2019
Ballot Create date: 3/25/2019
S—
Ballot Status: -
Ballot Issuance Type: -

Select a “Ballot Status” from the drop-down menu and the “Ballot Issuance Type” (red box above). This
will generate additional fields:
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Registrant Info Ballot Info ‘ Provisional || Voting History || Validations H Attachments H Activity H Correspondence ‘

Cancel

Create Ballot For PRIMARY 2019 - 3/26/2019

Ballot Create date: 3/25/2019

Ballot Status: Sent - ‘

Ballot Issuance Type: Regular -
Ballot Issuance Method: In Person - ‘

Mail ballots to:

* Domestic''Foreign
Address

656 E CAMBRIA LANE
Address Line 2

City State Zip
REEDLEY CA -~  93654-___

ISubmitfor Batch Processing Laterl -OR- Submit and Process Now

Teal Box: The “Submit for Batch Processing Later” button sends the ballot to the “Outbound Ballot
Processing” screen. To mail this ballot, complete the previous steps of “Outbound Ballot Processing.”
This process will place the ballot into a new batch.

The previous ballot for the selected election will be highlighted red with a status of “Canceled” On the
voter’s “Ballot Info” tab (below).

L Primary 03/26/2019 i Canceled 031142019 031412019 Regular Mail - Qut Of State LEWI_PCTS00 LE-364-1194836-1 Label Expand

The new ballot that has been created in the “Pending Ballots” section of the Ballot Info Tab, below:

Pending Ballots
Election County Created Ballot Issuance Type Ballot Issuance Method
Primary 03/26/2019 Lewis 031252019 Regular Mail - Out Of State

[0y
B
B

Yellow Box: The “Submit and Process Now” button will NOT place the ballot into a batch. This method of
reissuance will create a single reissuance instantly within the voter record.

A new ballot record will appear on the “Ballot Info” tab (below).

Current Ballots.

Election County Baitch# BallotStatus  BallotSent  Ballot Record Created Ballot Issuance Type Ballot Issuance Method Ballot Received Ballot Style Ballot ID
»  Primary 03/26/2019 Lewis Sent 032572019 03/25/2019 Regular In Person LE-221-3997616-1
»  Primary 22019 Lewis 196 Sent 032212019 03/22/2019 Regular Mail - Out Of State LE-222-3870435-1
L Primary 03/26/2019 Lewis 116 ‘Canceled 031712019 031712019 Regular Mail - Out Of State

Light Green Box: “Ballot ID” for each issued ballot. New labels can be printed from this screen for each
ballot (blue arrow above).

Red Highlight: The previously issued ballot has been marked as “Canceled” and highlighted red.
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Ballot Tracking

Hover over “Election Management” and click “Ballot Tracking” (blue arrow) to track the status of ballots
by uploading a file from the mail house.

Election Management [EI¥yil

Absentee Register Subscribers
Ballot Import/Export Options
Ballot Return

Ballot Set Up

Ballot Tracking

At the top of the screen is a window to upload a file received from the county’s mail house:

@ | Cowlitz_May_ 202008 Remove

Upload File

Select

Click “Select” to locate the file (red box above). Once the file is added, a green dot will show to the left
of the file title (orange box above). Click “Upload File” (purple box above) to upload the file.

Select Upload File
Ballots
Vater ID Tracking History Tracking Number Ballot Sent Date Ballot Received Date UQCAVA Email Address | Ballot Type Status Rejected UQCAVA Type Woter Name
2232797 9516414823428248160237 9516414833428248160237 3/1/2019 12:00:00 AM 3/1/2019 12:00:00 AM Regular Accepted GINGER R AUSTIN
11411404 @ 9500115032408253229426 93001150324082532294286 3/14/2019 12:00:00 AM Regular Sent AMY ABIGAIL TRUJILLO
10837003 | 05001117835122 Q 0500111783513253233710 3/14/2019 12:00:00 AM Regular Sent KAITLYN DJ MCKNIGHT
2237610 9400109699939201821121 9400109699939201821121 3/14/2019 12:00:00 AM Regular Sent MATTHEW JAMES SCHAEFER

Once the file is successfully uploaded, it will show in the list on the page (above). The “Tracking History”
number and “Tracking Number” fields will populate for each voter in the file (green box above).

Address Address2 Gity State | Zip Country Ballot Created Date Ballot Source Foreign Phone UOCAVA Ballot Viewed Fax Receive Ballot By
PO BOX 124 MINERAL WA 98355 3/1/2019 846:5T AM | Mail - In State Meail
2299 NW Sheffield Ave BEAVERTON ~ OR 97006 3/14/2019 PM | Mail - Qut Of State Mail
- STATEN o - a1 s .
Wagner College \ VY 1030 3/14/2018 12:34:55 PM | Mail - Qut Of State Mail
g SLAND
21 Cicada Dr MECHANICSBU PA 17050 3/14/2019 12:3455 PM | Mail - Out Of State Meail

There are columns for address information and ballot status for each voter (above).
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On the far left-is a column for “Voter ID” (teal box above). This is a hyperlinked to the voter. The tracking
information for their ballot will show on their “Ballot Info” tab on their record (yellow box below).

[ Registrant Info | MECYNM | Provisional M Voting History M Validations ]( Attachments ” Activity ” Correspondence W

Create New Ballot VOTED 3/1/2019

Current Ballots:
Election County Batch # Ballot Status Ballot Sent Ballot Record Created Ballot Issuance Type Ballot Issuance Method Ballot Received Ballot Style Ballot ID
> Primary 05/05/ Lewis 22 Accepted 03012019 0300172019 Regular Mail - In State 03/0172019 LEW_PCT035 LE-358-1194628-1  Lsbel  Expand
> Special 02/19/2019 lewis 6 Accepted 021192019 021972019 Regular Mail - In State 021912019 LEW_SPE_STY001 LE-355-551418-1 shel  Expand
Pending Ballots
Ballot Records for Past Elections.
Election County Ballot Status Ballot Sent. Ballot Record Created Ballot Issuance Type Ballot Issuance Method Ballot Received Ballot Style Ballot ID
Special 02/19/2019 Lewis Accepted 02/19/2019 02/19/2019 Regular Mail - In State 02/19/2019 LEWI_SPE_STY001 LE-355-551418-1 Expand

Ballot Tracking
Tracking Number Tracking Status Tracking History

22104 140canc0cs Ovea UaFs GORSN [ el Nave @ S12us UPGALE O UN1S (K2 SNIPPES 11O e FOST U TG, INGITINaN (5 UsUaily UBGAKE WIkin T NOUT O YOuT Visik, FIEase CIEck 0ack 5000,

Ballot Return — Return Tab

Hover over “Election Management” and click “Ballot Return” (blue arrow) to enter and track returned
ballots. Submission of accepted ballots on this page will also populate voting history in voter records.

Election Management I}

Albsentee Register Subscribers

Ballot Import/Export Options

e -

Ballot Return

For: PRIMARY 2019 - 3/26/2019

Select return type
Retum Type:  Manual Batch -

Scan/Enter barcode on ballot envelope or upload ballot sorter file

Ballot Received Date: | 3/25/.

Reject Reason 5 aso
e R R

Click "Submit" to mark ballots as received
Retum Method -

Location -

Manual Batch #

Ballots scanned <o far- 0

‘ Registrant D Ballot Sent Ballot Received Voter Name Voter Status Phone Number Email Address Ballot ID

Reject Reason |

[vo records to display.

On the “Return” tab, process returns in batches manually or from a ballot sorter file.

Select a “Return Type” from the drop-down menu (green box above).
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“File Upload” is used when ballots have been sorted on a machine for a (below). Select the “Pass
Number” from the drop-down menu (green box below). Click “Select” (blue box below) to select the file,
then click “Upload and Process” (red box below) to upload the batch.

e -

Ballot Return

For: General Election - 11/6/2018

Select return type
Retum Type:  File Uplsad

ISelect pass number

Pass Number:  First pace

Select file to upload and process

Upload Ballot Sorter File: Upload and Process

“Manual Batch” is used for all other batch uploads.

The “Scan/Enter barcode on ballot envelope or upload ballot sorter file” (red box below) has three fields
(below).

Scan/Enter barcode on ballot envelope or upload ballot sorter file
Ballot Received Date:  2/28/2019

Reject Reason: Select reject reason -
|Scan.fEnter Barcode: || | Enter -

Orange box: The date that will populate the “Ballot Date Received” column in a voter’s record.

Red Box: Select from this drop-down to apply a reject reason if needed. If the ballot is not being
rejected, skip this field.

Green Box: Scan the unique barcode on the ballot envelope. Use a handheld scanner or enter the
barcode ID manually.

Click “Enter” (blue arrow) to add the barcode.
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The voter information will appear at the bottom (green arrow below) and a signature verification screen
will appear on the right.
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Purple Box: The Signature Verification box has the voter information and their signature. Compare the
signature on screen to the one on the ballot. If satisfied with the signature, leave the “Return Status” as
“Accepted.” To reject the signature, select a reason from the “Return Status” drop-down and click
“Update” (red arrow above). This reason will appear as a “Reject Reason” in the information below (blue
box above) and be applied to the voter record.

Yellow Box: Select from a drop-down to mark the Return Method of the ballot batch.

Red Box: The “Manual Batch #” field is where a batch number can be applied or leave it blank to have
the system assign a number automatically.

There are a few options to point out at the bottom of the screen.

‘Reg(s«ramlD BallotSent | Ballot Received | Voter Name Voter Status | Phone Number | Email Address l U U U Ballot ID Reject Reasan |

‘ 9966107 03/22/2019 AADLAND, BONITA FERN Active 0 AADLAND9I@BCNITA FAKE Create Notice of Name Change Update Address | Update Phone/Email ScanEnvelope | 1-1194892 Delete

Blue Arrow: “Create Notice of Name Change” Click if the voter looks to have a different name and needs
to update the voter registration. This will queue up a Notice of Name Change for that voter and place it
into the Home Screen.

Green Arrow: “Update Address” Click if the voter has listed a different address on their ballot envelope.
A new window will open (below). Enter in the new address and click “Queue Change.” This will add it the
Home Screen for processing.

Address

Unit Type Unit #

Queue Change
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Purple Arrow: “Update Phone/Email” Click this to update the voter’s phone number and email address

from this screen. A new window will open (below). Enter the new phone and/or email and click
“Update.” This will instantly update these fields on the voter’s record.

Phone Mumber Email Address

my_- AADLANDOS@BOMITAFAK Update Cancel

Orange Arrow: “Scan Envelope” Click this to scan an image of the envelope to attach to the voter’s

record, followed by the “Scan Forms” page.

Click “Submit” (teal arrow below) when done and ready to add the ballot as returned.
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The pop-up below will appear. Click “OK.”

Clicking ""Submit™ will record the date ballots were received
for the voters entered below. Are you sure you want to

continue?
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There will be a message on the screen showing the batch and how many ballots were marked as
received (example below).

Batch # 8 - 1 ballots marked as Received

The Ballot Status will now show on the voter’s record (below). The ballot status update (orange box)
and the Ballot Received date is populated (blue box).

RegistrantInfo | Ballot Info ([T NEIN] ” Voting History M Validations ]( Attachments W Activity { Correspondence W

VOTED 3/26/2019

Current Ballots
Election County Baich # Ballot Status Ballot Sent Ballot Record Created Ballot Issuance Type Ballot Issuance Method Ballot Received Ballot Style Ballot ID
b Primary 03/26/2019 Lewis 27 Accepted 03/22/2019 03/22/2019 UOCAVA Email 03/26/2019 LEWI_PCT900 LE-364-1194892-1 Lab.

(=H

[y
B
B
=4

The voting history has been added on the Voting History tab for the voter as well. If the ballot had been
rejected, that status would be reflected on the Ballot Info tab and the history would NOT be added.

{ Registrant Info W( Ballot Info M Provisional Validations M Attachments W Activity ( Correspondence W

Election Date Election Type Election Name County Vote Type Voted Where

03/26/2019 Primary PRIMARY 2019 Lewis Absentee Delete

Total: 1

Ballot Return — Update Tab
Hover over “Election Management” and click “Ballot Return” (blue arrow). Then click the “Update” tab
(green tab below) to apply updates to ballot batches in bulk.

Green Box: “Select batch to update.” Select a batch number from the drop-down menu. All voters
associated with that batch appear at the bottom of the screen (teal box).

— W[ — W

Ballot Return Update

For: PRIMARY 2019 - 3/26/2019

Select batch to update
Batch Number: & -

Update batch information

Return Method Mail -

Location: Select location - Update Batch h’\fo.
Update batch records

Reject Reason: | Select reject reaso - Mass Update

Registrant ID Election Date Election Type Ballot Sent Ballot Received Voter Name Vater Status Ballot ID Reject Reason

9986107 03/26/2019 Primary 03/22/2019 03/26/2019 AADLAND, BONITA FERN Active 1-1104892 Sefect reject reaso) - Update

Yellow Box: “Update batch information” allows application of a “Return Method” to an entire batch.
Select a method from the drop-down menu. Select a “Location” from the drop-down menu (optional).
Click “Update Batch Info” to apply (blue arrow).

Red Box: “Update batch records” allows application of a “Reject Reason” to an entire batch. Select a
“Reject Reason” from the drop-down menu. Click “Mass Update” to apply (purple arrow).
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Once the updates have been applied, there will be a red message (teal box). The Mass Update will be
assigned a group #.

Retum Update Undo M Batches W
-

Ballot Return Update

For PRIMARY 2018 - 3/26/2019

Select batch to update

Batch Number: & -

Update batch information
Retum Method: Mail -

Location: Select location ~  Update Batch Info

I Mass Update Group # 59 - 1 records updated. |
Update batch records

Reject Reason:  Empty Envelope v Mass Update
Registrant ID Election Date Election Type Ballot Sent Ballot Received Voter Name Voter Status Ballot ID Reject Reason
9966107 03/26/2019 Primary 03/22/2019 03/26/2019 AADLAND, BONITA FERN Active 1-1104892 Empty Envelope - Update

Ballot Return — Undo Tab

Hover over “Election Management” and click on “Ballot Return” (blue arrow).

Election Management [esIThi

Absentee Register Subscribers

Ballot Import/Export Options

Ballot Return

Click on the “Undo” tab (green tab below) to undo mass updates made on the previous tab (Update).

{ fen M e W]

Ballot Return Undo

For: PRIMARY 2019 - 312612019
Select batch

Batch Number: & <

Select mass update to undo

Mass Update Group: 59 v | Mass Update Undo -

Registrant ID Election Date Election Type Ballot Sent Ballot Received Voter Name Voter Status Ballot ID Reject Reason

> 9866107 03/26/2019 Primary 03/22/2019 03/26/2019 AADLAND, BONITA FERN Active 1-1194892 Empty Envelope

Select the “Batch Number” from the drop-down menu (yellow box). Select the “Mass Update Group” #

from “Select mass update to undo” (light green box). (This is the number applied to the mass update in
the “Update” tab.
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Click “Mass Update Undo” (red arrow) to undo the last action taken on the batch chosen. A pop-up will
open. Click “OK.”

related to this mass upd
Are you sure you want to

Gancel n

A message will show once the undo has been successfully applied.

records in this ba

1 records undone.

Hover over “Reporting” and click “Reports” (red arrow) to view an audit report of all mass updates.

Election M:

Advanced Search

Advanced Search Log
Audit Tables »

Ballot Proofing »
Election Canvassing
Public Records Requests

- Registrant Record Views
)

Select the report “Mass Update — Audit Log” From the drop-down menu. Select the “Mass Update Type”
and “Mass Update Group.”

Note: If a group number is not added, a date attached to each Group ID.

REPORTS

Report: Description
Mass Update - Audit Log - Shows mass update details.

Mass Update Type:

Ballot Return Change ~ ~
Mass Update Group:
Group ID 59 (03/26/20198=

Export
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Ballot Return — Batches Tab
Hover over “Election Management” and click “Ballot Return” (red arrow) Click on the “Return” tab
(green tab) below to access verification for batches.

Election Management

Count

Absentee Register Subscribers

Ballot Import/Export Options

- llot Return

Z.|

Update H Undo

Ballot Batches
For: PRIMARY 2019 - 3/26/2019
Batch Number Received Date Batch Total Processed? Accepted Rejected User ID Date Processed Report
1 2018 1 Completed 1 View Report
101 /2019 3 Completed 3 0 View Report
2 03/14/2019 1 Not Started 1 MattCounty View Report
3 03/14/201% 1 Not Started 0 1 Vi Report
4 0 1 Completed View Report
5 1 Not Started 0 1 View Report
& 1 Not Started 0 View Report
7 1 Completed 1 (] View Report
8 1 Completed 1 View Report

Progress on each batch displays on this screen, with columns for “Received Date,” “Batch Total,”
“Processed,” “Accepted,” and “Rejected.” As well as the User ID of who is processing the batch and the

date processed.

Click the batch number to review (red box above).
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Four signatures will display at a time (below). Update one at a time or click “Update All” (blue arrow).

“Update All” will update the four signatures on the page and then bring up the next four, if applicable.
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ELECTION RETURNS — RETURNS ADMINISTRATION

Hover over “Election Management” and click “Returns Administration” (blue arrow) to process election.

Election Management eIl

Absentee Register Subscribers
Ballot Import/Export Options
Ballot Return

Ballot Set Up

Ballot Tracking

Candidate Lot Draw QOrdering
County Canvass Status
Elections

Manually Export BOD Files
Manually Import BOD Files
Office/Incumbent Management
Outbound Ballot Processing

Post Voting History
Returns
Returns Administration

The selected election will show at the top (red arrow below).

RETURNG Aps N ETRATION -
For 2008 Sensinl Ekna - 123020018
Fatunid! Carviks

Lrwebn Baboarin

Linkzch Sarame
Linfock £ mcho

L2110 Loy FemaT

Green box: “Create Returns” pushes return data to the “Returns” page for candidates and contests
entered in the election.

Frdna & ER=c o0 b 5= ered e ey

Updl oy pracncewi b conmont reghniom o pole e ts.

Teal box: “Unlock Returns” unlocks precincts and opens the canvass to allow data entry.
Purple box: “Unlock Election” allows changes to the canvass and re-verify ballot styles.
Yellow box: “Get Voter Counts” gives a count of all registered voters eligible for the election.
Orange box: “Zero County Returns” clears the returns data and resets the canvass.

Maroon box: “Finalize Election” sets the returns to “Final” and blocks and further files from being
uploaded.
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COUNTY UTILITIES

Election Returns — Returns
Hover over “Election Management” and click “Returns” (blue arrow) to generate ballot return

information.
Cnurﬂ

Absentee Register Subscribers

Ballot Impert/Export Options
Ballot Return

Ballot Set Up

Ballot Tracking

Candidate Lot Draw Ordering
County Canvass Status
Elections

Manually Export BOD Files
Manually Import BOD Files
Office/Incumbent Management

Outbound Ballot Processing

Post Voting History
#

First, upload the results from the tabulator. Click “Upload files for election night reporting” (red box,
below).

Returns

I Upload files for election night reporting I Upload files for canvassing Mark ALL Precincts Complete Export to CSV.

W

Race Name Area Party Code Candidate/Question Votes IsMasked

{defauit aspx

| BEE

No records o display.

This opens the “Election Night File Upload” page (below). Click “Select” to locate the file on the
computer (red arrow below). The tabulation vendor for the county is displayed on this page (yellow box
below).

ELECTION NIGHT FILE UPLOAD
Election Night File Upload - Lewis

Dominion File: Select

D0 NOT click "Transfer” button until file is completely uploaded.

Transfer Cancel

NOTE: The tabulation vendor is selected through the “County Utilities” function. If the tabulation vendor
has not been selected, the system will prompt for this information.
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A green dot will appear next to the file name on screen (orange box below). Click “Transfer” (purple box
below) to review the file before publishing.

ELECTION NIGHT FILE UPLOAD
Election Night File Upload - Lewis

Daminion File: @ (ML Results for Primary2018 (1)xml Remove

DO NOT click "Transfer” button until file is completely uploaded.

Transfer Cancel

The “Returns” page has a “Results” tab (green tab below). This tab will show the uploaded results.

Returns
Results have been finalized by Chad Severson on 3/25/2019 12:04:27 PM.

Idefault aspx

Export to CSV.

W

| BEE
Area Party Code Candidate/Question Votes IsMasked
Against 0
ot 2: For 0
rerendurn Bill 1: This is a Measure Against 0
Referendurm Bill 1: This is a Measure For 0
Local 3 dfg Against 0
Local 3: dfg For
Local 4: My title is very important to this measure! Against 0
Local 4: My tite is very important to this measure! For 0
Local : New Sehool Boistfort School District 234 Against 0
Local ; New School Baistfort School District #234 For 0
Local : Ballot1 Against 0
Local ; Ballot1 For 0
Local : Test Against 0
Local : Test Far 0
State Senator Legislative District 20 Par bom bam 0
Assessor REP DIANNE DOREY 0
AUDITOR REP BEVERLY ANN SMITH 0
Auditor REP LARRY GROVE
Clerk REP SCOTT TINNEY 0
Clerk KIRK LAVONT SMITH 0

NOTE: The green message at the top of the screen indicates results have been locked (green arrow
above). This message appears when “Finalize Election” is clicked on the “Returns Administration” page.

The “Precincts” tab (green tab below) is populated after the “Create Returns” button is clicked on the
“Returns Administration” page.
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On the “Returns” page each precinct can be reported (red box below) individually or click “Mark ALL

Precincts Complete” to mark them all at once (purple box below).

Returns

Results have been finalized by Chad Severson on 3/25/2019 12:04:27 PM.
: pponm ey

default aspx

W

Last Updated Reported?
Mark 25 Reported Mark a5 Not Regorted
Mark a5 Reported Mark as Not Reported
Mark a5 Reported Mark a5 Not Regorted
Mark a5 Reported Mark as Not Reported
Big Bottom Mark a5 Reported Mark a5 Not Regorted
Bostfort Mark a5 Reported Mark as Not Reported
Centralia #1 Mark a5 Reported Mark a5 Not Regorted
Centralia £10 Mark a5 Reported Mark as Not Reported
Centralia #11 Mark a5 Reported Mark a5 Not Regorted
Centralia #12 Mark a5 Reported Mark as Not Reported
Centralia #13 Mark a5 Reported Mark as Not Reported
Centralia £2 Mark a5 Reported Mark as Not Reported
Centralia #3 Mark as Reported Mark as Not Reported
Centralia £4 Mark a5 Reported Mark as Not Reported
Centralia #5 Mark a5 Reported Mark as Not Reported
Centralia Mark a5 Reported Mark as Not Reported
Centralia Mark a5 Reported Mark as Not Reported
Centralia 28 Mark 35 Reported Mark as Not Reported
Centralia #9 Mark as Reported Mark as Not Reported
Chehalis 21 Mark 25 Reported Mark as Not Reported
Chehalis £2 Mark 25 Reported Mark a5 Not Reported

Click on each individual precinct (blue box above) to see contests and votes associated with each one.

Manually enter or edit votes, if necessary (yellow box below).

Returns Entry

Exit without Saving Save and Submit

Precinct Name: ADNA

Export to CSV

# Voters Balots Cast
0 0
District Party Code Candidate/Question Is Masked? Total Vates Votes
For No o
Against Ne o
Referendum il 1: This is a Measure For Ne o
Referenclum il 1: This is & Measure Against Ne o
Local 3: dfy For Ne o
Local 3: dfg Against No o
Local 4: My title mportant to this meas: For No o
Local 4: My title mportant to this measure! Against No o
Local ; Ballott For No 0
Local ; Ballott Against No 0
Local i Test For No 0
Local ; Test Against No 0
State Senator Legislative District 20 bom bam No 0
REP DIANNE DOREY No 0
REP LARRY GROVE No o
REP BEVERLY ANN SMITH No o
Clerk REP SCOTT TINNEY Ne o
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County Options
Hover over “County Utilities” and click “County Options” (blue arrow) to manage and maintain the visual
aspects of the VoteWA system.

County Utiliies JgEs]

) CET

County Office Information

County Settings »
District Assignment
Districts

Impersonate User Role

On this page there are three different sections (below).

Lewis County Options

Candidate Options Committee Rebuttal Options
« Allow ltalics # Allow Tables # Allow ltalics Allow Tables
« Allow Bolds @ Allow Bullets Allow Bolds Allow Bullets
@ Allow Underlines Allow Custom Headers Allow Underlines Allow Custom Headers
Allow All Caps Max Lenght o Allow All Caps Max Lenght 75
Save Options Save Options

County Home Screen Message

*Message Saved
Message:Whis is a test message

Expire Date: 3/25/2019 1200 M o

Save Message

Green Box: “Candidate Options” controls Candidate Statements, including the kind of text allowed for
online submissions. Edit these options and click “Save Options.”

Blue Box: “Committee Rebuttal Options” controls Committee Statements, including the kind of text
allowed. Edit these options and click “Save Options.”

Red Box: “County Home Screen Message” allows display of a message at the top of the County Home
Screen. Type the message, choose a date for the message to expire, and click “Save Message.” Once
saved, a blue “Message Saved” alert will appear (red arrow).

The message appears on your home screen and will disappear after the date set to expire (below).

Lewis County
This is a test message.

Current Active Vioters:46,456
Total Registered Voters'51,015
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County Settings
Hover over “County Utilities”, then hover over “County Settings” and click on “Order Preferences” (blue
arrow) to set certain order preferences and select a tabulation vendor.

e

County Options

County Office Information

County Settings Order Preferences

District Assignment Tabulation Vendor Select

Click and drag the Districts up and down the page in the “District Preferences” table to establish the
order they will appear on reports.

DisTRICT PREFERENCES (ORDER)

District Type
Transportation
Cemetery
Legislative
PCO

Federal
Commissioner
Fire

Judicial

Public Hospital
County

Library

School

Water
PRECINCT SPLIT
Precinct
Congressional
City/Town

Tax

Port

Public Utity
Other

State Executive
EMS

Park and Recreation
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Further down the page is the “Notice Preferences” table. Click and drag the notices up and down in the
table to establish the order they will appear on the home screen.

NoTiceE PREFERENCES (ORDER)

Notice Name
Felony Notice

Matt Test

Netice of ID Required

Notice of Name Change

Verify Voter Address

Ballot Counted

Online Registration Email

Natice of No Witness Signature
Notice of Signature Does Not Match - Name Change
Ballot Mailed

Ballot Recsived

Notice of Signed by Power of Attomey
Notice of Too Late

Online Registration Update Email
Ballot Rejected

Notice of Unsigned
Acknowledgement Notice

Notice of No Signature

Deceased Notice

NVRA Confirmation Mailing

Notice of No Signature on File

Notice of Signature Does Not Match
Notice of Incomplete Registration
NCOA Acknewledgment

Identification Notice

Non-Citizen Notice

Notice of Registration received after Deadline

Possible Duplicate Notice

Tabulation Vendor Select

Hover over “County Utilities,” then hover over “County Settings” and click on “Tabulation Vendor Select”
(blue arrow) to select the tabulation system used in your county. This selection will tell VoteWA what
file format when uploading and processing election night returns.

HE|p

County Opticns

County Office Information

County Settings » Order Preferences
District Assignment Tabulation Vendor Selec -

Select the tabulation vendor from the drop-down menu.

TABULATION VENDOR

Select M
Select

Dominion Democracy Suite 5.0
ES&S EVS 5.2.2.0

ES&S Unity 3.4 & 3.4.1

HART HVS 6.2.1

HART Verity 2.0
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Import File-Deceased Records
Hover over “County Utilities,” then hover over “Import File” and click “Deceased File” (blue arrow) to
upload the County Deceased file.

County Utilities [gtlls]

County Options

County Office Information

County Settings »
District Assignment
Districts

Impersonate User Role

Import File » Deceased FiI

Messages » MNCOA File

Click the “Select” button (orange arrow, below) to open the deceased file. Choose the file from the
computer and click Open.

IMPORT DECEASED FILE

@ CountyDeceasedTest txt o I

Deceased File:
seect. (7

Do NOT click Import until file is completely uploaded.

Import Cancel

Once the file shows next to the green dot (red box, above), click “Import” (green box, above) to import
the file.
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Import File-NCOA

Hover over “County Utilities,” then hover over “Import File” and click “NCOA File” (blue arrow) to upload
the NCOA file.

County Utilities [alElfs]

County Options

County Office Information

County Settings »
District Assignment
Districts

Impersonate User Role

Import File Deceased File
Messages » NCOA File h

Click the “Select” button (orange arrow, below) to open the NCOA file. Choose the file from the
computer and click Open.

IMPORT NCOA FILE

o MNCOATestLaura xlsx Ramaove

NCOA File:
Select <:|

Do NOT click Import until file is completely uploaded.

Import Cancel

Once the file shows next to the green dot (red box, above), click “Import” (green box, above) to import
the file. Once imported, matches with voter records appear in the home queue, under “NCOA In-State
Review” and “NCOA Cross-State Review.”

g MCOA In-State Review 1,988

P MCOA Cross-State Review 579
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