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ECTION| OFFIC

TRAINING MANUAL

Welcome to
Recertification Training

PRINCE WILLIAM COUNTY
OFFICE OF ELECTIONS




[U] Recertification Training

¥ This training will be approximately 2
Welcome hours and will include hands -on
training

f Please have your manual available. Manual and
slides available on website under Training

Manual

: f There will be a break halfway through
Housekeeping EEES

¥ Ask questions
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[ﬂ] Highlights

S ple|CANENToa M Prince William CountyT Election Officers

n Top in the state for elections voter satisfaction for efficiency and customer service
n 2.3% Improvement in Provisional ballot acceptance

SN Prince William CountyTt Department of Elections
m~2dqRWeEsc¢cl T+ WeHERI21IT WAH! WAT 9WRUWYUWW! el r WL

= ELECTION Q&
T CENTER | (&5

Headquarte rS GO Teaml People’s Choice Award Winner
, Wi )
n Introductions to your support staff V4 a
n Experiences and knowledge Priceless! @ E

2024 EAC Clearinghouse Award Winners (March 11, 2025) , 2025 VACo Achievement Awards (August 8, 2025) ,
2026), 202

Election Center 2026 Peopl eAs Ch CClearie Awand &inngr (May 22n2026y v 1 3,
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Prince Willlam County
Electoral Board

Heidi Stirrup Yolanda D. Montgomery Keith Scarborough
(Chair) (Vice-Chair) (Secretary)



[UJ Election Day Information

Election Day : August 4, 2026
Type : Republican ONLY Primary
Work Hours : 5:00 AM ~ 8:30 PM

Voting Hours : 6:00 AM z 7:00 PM

Pl ease donAt talk politijcs ol
77"\ Sample ballots are on our websites - pwcvotes.org
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[UJ Election Day Information

Republican Primary |
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[U] Election Day Information
Copies of this statement

will be available in Chief

A3BNde'e Democr at

are unopposed in this
election, so there is no
Democratic Primary being

hel d. j
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U Candidate Drop Out

When we have a candidate

CD 7/

1 PRINCE WILLIAM

Office of Elections

CD10

drop out Yhere

A Signs will be posted at
precinct and in each
marking station

A Sign verbiage example:

JThi s cand
withdrawn from this
election after the

pbal |l ot s we

al e E

* PWCVOTES.ORG *
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Prince William County
Republican Party Primary Election
Tuesday, August 4, 2026

Ith of Virginia, Official Ballot .
Vir@ﬁa, PapeldfOfal f a I

Prince William County
Eleccion Primaria Partido Republicano
Martes, Agosto 4, 2026

ILrginia, Official Ballot

n *
, Paf8eta Oficial
Prince William County

Eleccion Primaria Partido Republicano
Martes, Agosto 4, 2026

S S = L 4
Instrucciones Comience a votar aqui Comience a votar agui
To vote for a candidate, fill in the box next to the Member Member
name. United States Senate United States Senate
If you want to change a vote or if you have made a PR Miembro
mistake, ask an election worker for a replacement - Senado ded8s Estados Unidos
ballot. If you make marks on the ballot besides filing | Senado deilos Estados Unidos 8
in the box, your votes may not be counted. Vote for only one Vote for only one
Vote porsolo uno Wote por solo uno
Para votar por un candidato, llene la casilla al lado ] Bert Mizusawa [ Bert Mizusawa
e nonipm. ; 2 [] Kim Farington [ Kim Farington
Si desea cambiar un voto o si ha cometido un error, David E. Williams
solicite a un funcionario electoral una papeleta de [ pavid E. Williams 3
reemplazo. Si usted hace marcas en la papeleta e Member
ademas de llenar la casilla, es posible que sus votos no Mem .
e cuenten, House of Representatives House of Ilnp_ resentatives
a t e Thoifeke S 10th District
diembro Miembro
~ar Ca de Re tant
Camara de Representantes o EEHNEINES
Dist':m 7 Distrito 10
Vote for only one Vate for only one

I .€

pr i

Vote por solo uno
] philip A. Harding

[] poug A. Ollivant

[ Rick S. Smithers u

doopur € (]
Fin de papeleta

Vote por solo uno

[] Pave T. Beckwith
] ™. Sam Wong
[] Anthony L. Suttles
[] Julie Anna Perry

End of Ballot
Fin de papeleta
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U Candidate Drop Out

PRINCE

NOTICE OF
WITHDRAWAL

M. Sam Wong is no longer a candidate for Member
House of Representatives 10t District.

This candidate withdrew after the ballot had
already been printed and therefore still appears on
the ballot.
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U Election Officer Training Manual

APlease see the NEW Addendum for additional information

ABoth are located on website
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Announcement

Lanyards and pins

AYour main identification for

the day
AUse your existing lanyards

AExtras lanyards available on

election day in drop box
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U What to wear & officer guidelines

New dress code for warm weather
See addendum for details

ELECTION OFFICER

Manual
Pagel9
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recinct Opening an

Closing Ch

PRINCE WILLIAM

Office of Elections

ecklists

PRECINCT OPENING CHECKLIST

ng ta Need to pe Completag by the Officers, 1,
Chief will assign Offcars to differant tasks ¢ the
Tacility son g Mitting the 2am j
the latest), Pleasg (.,

"0t present by 515 am (st
all Chigf HQG at 703~792~839?

Compiete PRIg,

TY tasks by 5:3g am 5o ygy, can
SUpport from Chief Hg have

get technical
if you any issyes,

O Comprete unﬂm‘shedsetup rom Monge, (o 2g)
0 e

ai ot Scanner,
n

ne ¢ the way 2ar the SCanner ang
Place the Other tyg Copies jntg Envelope 22,

€70 Report.
Near the Touch Writar,
D Login to Ta"yPoint and click “This Pracinet is Ready~
When ay Priority €quipmeny is open and ready,

Mark the 40 Prohibiteg areg,
0O Make Sure i

- The
Chief andior

N4 9 435

e — Closing Checkyige D—..,
COMPLETE ALL THEsE )

aliot Scanner {p. 1205

hief; Report results i Tallypoint
Ooubjs check gy Wark for accwcrcy c.‘ompfete by 745

0 close the poliboys ip.

[J ze

Manual
Page 119
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Poll Watch

Manual
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Special Assistants

'~ They are YOUR support staff

?\ They will review SA Checklist with you
f/\ Checklist found in Chief Binderr Review It

f]\/ALL backup supplies provided by SA

Y, ;

rﬁny additional questionst call HQ

P



Prioritize

Setup 7z
Pollbooks,

Scanners

& Tallypoint

* PWCVOTES.ORG *
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11— TUESDAY OPENING p—

CHIEF OPENING CHECKLIST

The following tasks need to be completed by the Chief (or the
Assistant Chief if delegated) prior to the opening of the polling
place at 6:00 am.

[] Admit Poll Watchers.
Allow one authorized representative of each party/

candidate present at 5:00 am to observe opening. At
6:00 am, allow up to three representatives for eg

SETUP & OPEN

Complete the Election Offlcer Oath.

+« Chief administers the oath and rd
Ballots Cast” to all offlcers.

« All officers must sign the Oath.

« Chief signs/dates Oath twice; plz I\/I an u al

Pages (if present) sign Oathsz

« Have all offlcers verify their infor
« Ifyou are concerned you have tg

by 5:30 am, call Chief HQ at 703-79
« Print “No Show” for missing offlcers at 6201
+« Place the signed form in Env. #8.

(] Verify that the Provisional
Ballot Bag is empty.
Close the zipper and seal the
bag with the provided seal (Fghf).

AN

Assign offlcers to the tasks
listed on the next page.

Verify all tasks on this page and the next page are
complete.
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lease read and study

-Eelection day

Must request name and
address and recite name
only back to voter!
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How to Ask for Voter Information

'y’i‘iﬁinw IDENT ch}"suN CARD

®. A3Hi !, there is o
szﬂmﬁgﬁzyﬁmucws@ il | """i-o"‘-"""'t'*':;:m g% Republican Primary bEing
B o = i held. Would you like to

Address
4150 S, FOUR MILE RUN DR.
ARLINGTON, VA 22206
"'f‘
Sex

Class Date ‘{binh 4
. ' D 08/17/1992
Vo il 2 A s Ele Endorsements Iss ORI
oanae Al & BRN NONE 01/04/2021

W Organ Donor Height Restrictions Exj By i
DD 061234567 SFTAIN 9 O‘II 7/2022

] CONtinue?ij

First Name: First Name
Last Name: Last Name
Address Address
City'State: City/State Zip
Birth Date: Birth Date

e e e || voter asks why, respond with:

Issue Date:

Sample Identification
Issue Date

=+ A3The Democrat ca
i are unopposed in this
election, so there IS no

Nelly r
9051-28416

Yins e s

Reminder T Only accept VA drivers' license GED



U How to Ask for Voter Information

Virgiriia DENTIFICATION CARD

VA, USA

Customer identifier
T16700185
Name
ALDANA
ALEXANDRA, VICTORIA

o
lass Date of birth 4
0811771992 “NO#
‘ndorsements Iss ORI

Height Restrictions Exj www a0y Vow. ¢
TV 08/17/2022

Virginia DRIVER'S LICENSE B | °

Duw of =v
02/22/1931
v OR)
LN e

A LICENSE 10 OPERATE A MOTOR VEMCLE

03n9n016 .. ¥

1 l,'nu;lty She & UTTICE
AN

Senior Identification
First Name: First Name

Last Name: Last Name
Address Address

City/State: City/State Zip
Birth Date: Birth Date

Weight: Weight  Height: Height
Emergency # Emergency Contact

Issue Date

Sample Identification
Issue Date

DOE,

JOHN GARY

"g“w“aTech,

“.r' a
Netiy r

9051-28416 ¢l
LTI -

A Please hand me your
|dentification

2 L) 3
.\‘f_:‘\
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Office of Elections

A Please state your full name and

address, (orally or in writing)

A As the voter states information,

your eyes are on the Pollbook to
confirm what is said

AHand
name

back

4dbD

St

Reminder T Only accept VA drivers' license

c




U How to Ask for Voter Information

i e  Alf a 17 year old will
5 be 18 years old by
the November
General Election,
they are eligible to
vote in Primary

Reminder T Only accept VA drivers' license
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U Affirmation of Eligibility Form change

AOne-sided now
ASpanish on back

Voter/Citizen to Voter
Challenge has been
removed

his form will ONLY be use
for Inactive Voters and
address confirmation

COMMONWEALTH OF VIRGINIA.

AFFIRMATION OF ELIGIBILITY
§524.2-428.2, 24.2-643, and 24.2-652 of the
Code of Virginia

* VIRGINIA *
DEPARTMENT of ELECTIONS

DEPART N;I

SPANISH

SECTION A — OFFICER OF ELE(

PRECINCT NUMBERMNAME
OFFICER OF ELECTION NAME:

HAVE VOTER READ AFFIRMATI(

HAVE VOTER SIGM AND PRINT Hj

CHECK THE BOX THAT AFP|

LD., AND REFUSES TO COM|
PROVISIONAL BALLOT.

O VOoTER'S NAME MARKED "IN
O VOTER'S NAME OMITTED FROY

SECCION B - EL VOTANTE DEE|
EL VOTANTE DEBERA BRI
EL WVOTANTE QUE SE NIEG]

AFIRMACION DEL VOTANTE

«POR EL PRESENTE DECLARO, SUJE]
& L& SECCION 24.2-1018,

QUE SOY CIUDADANG DE ES
QUE S0Y MAYOR DE 18 AflOY

QUE SOY RESIDENTE DE LA
ANTERIORES Y QUE VOTO S

QUE, AMI LEAL SASER Y ENT|
MANCOMUNIDAD;

QUE MI NOMISRE COMPLETO
‘QUE FUI DEBIDAMENTE INSCI
QUE AHORA, O ENALGUN M)
DE ESTE DISTRITO ELECTORS
LAS SEGUNDAS ELECCIONES
CONDADO © CIUDAD Y ESTE

SI HOY VOTO EN UNA ELECCI|
PERSONA QUE MANIFIESTO

f QUE NO HE VOTADO EN ES|
ELECCIOENS EN NINGUN OTI

Urmimos 4 olemas peL NOMERS 0= SEGU
DIRECCION DE REZDENCA ACTUAL |
Cwpap! FussLol ESTADG CODIGE POSTAS
FECHA EN QUE 52 MUDS A E2TA DRECTICH
NUMERD TELEFCNICO PARA CONTACTAR D)
NOMSRE EN LETRA IMPRENTA DEL VOTANTY

AVISO DE PRIVACIDAD: La ssccion 2f

deciaracion legal. 51 usted o completa e
del goblemo y tereeros con fines ralacion]

SECTION A — OFFICER OF ELECTIONMUST COMPLETE FLACE FORM IN ENVELOPE #8.

PRECINCT CONG. DIST. DATE

OFFICER OF ELECTION NAME:
HAVE VOTER READ AFFIRMATION OF VOTER BELOW [OR READ AFFIRMATION TO VOTER].

HAVE VOTER SIGN AND FRINT HIS/HER FULL NAME — BEFCORE VOTING.

CHECK THE BOX THAT APFLIES TO THE REASON YOU ARE ISSUING AN AFFIRMATION. IF VOTER HAS NO
L.D., AND REFUSES TO COMFPLETE THE I.D. CONFIRMATION STATEMENT, THE VOTER MUST COMFPLETE A
PROVISIONAL BALLOT.

CWVOTER'S NAME MARKED "INACTIVE" OR WITH

‘ON POLLBOOK . . . AND VOTER'S NAME OR ADDRESS HAS NOT CHANGED.
CVOTER'S NAME OMITTED FROM POLLBOOK IN ERROR; REGISTRAR AUTHORIZES OFFICER TO ADD NAME.

SECTION B - VOTER MUST COMPLETE, AFFIRMATION OF VOTER IS REQUIRED

VOTER MUST PROVIDE ALL THE INFORMATION BELOW AND SIGN.
VOTER WHO REFUSES TO COMPLETE FORM AS REQUIRED. MAY NOT VOTE.

AFFIRMATION OF VOTER

“1 DO HEREBY S$TATE, SUBJECT TO FELONY PENALTIES FORMAKING FALSE STATEMENTS PURSUANT TO §24.2-1018,

THAT | AM A GITIZEN OF THE UNITED STATES;
THAT | AM AT LEAST 16 YEARS OF AGE [OR WILLBE ON THE _DAY OF K

THAT | AM A RESIDENT OF THE COMMONWEALTH OF VIRGINIA. OR THAT | HAVE BEEN A RESIDENT OF THIS COMMONWEALTH WITHIN
THE PRECEDING 30 DAYS AND AM VOTING ONLY FOR ELECTORS OF PRESIDENT AND VICE PRESIDENT OF THE UNITED STATES;

THAT ACCORDING TO THE BEST OF MY KNOWLEDGE, INFORMATION AND BELIEF, | AM NOT DISQUALIFIED FROM VOTING BY THE
CONSTITUTION AND LAWS OF THIS COMMONWEALTH;

THAT MY FULL NAME IS
THAT IN SUCH NAME | WAS DULY REGISTERED AS A VOTER OF THIS PRECINCT,
THAT | AM NOW OR AT SOME TIME SINCE THE LAST NOVEMBER GENERAL ELECTION HAVE BEEN AN ACTUAL RESIDENT OF THIS

PRECINGT - OR - THAT | HAVE BEEN AN ACTUAL RESIDENT OF THIS PRECINCT AT SOME TIME SINGE THE SECOND PRECEDING
GENERAL FEDERAL ELECTION AND HAVE BEEN AND CONTINUE TC BE A RESIDENT OF THIS COUNTY OR CITY AND THIS
CONGRESSIONAL DISTRICT.

IF 1AM VOTING IN A TOWN ELECTION TODAY, THAT | AM CURRENTLY A RESIDENT OF THAT TOWN;

THAT | AM THE IDENTICAL PERSON | REPRESENT MYSELF TOBE;

AND THAT | HAVE NOT VOTED IN THIS ELECTION AT THIS OR ANY VOTING PLACE AND WILL NCT VOTE IN THIS ELECTION AT ANY
OTHER VOTING PLACE."

LasT 4 Disits oF Socia Sscumimy Numeer: DaTe oF BRTH;

CurRENT A

CmyTowNSTATEZIP:

DATE MOVED TO THIS ADDRESS: MONTH DAY, YEAR,

Darmime TELemHONE Nunser:
Pasmen VoTeR NaMe: VoTer

PRIVACY NOTICE: Section 24 9-651 of the Coge of Virginia requires the person whosa aligibiitty to vote |5 challengad 10 sgn 3 statutory statemant. If you do
not compiete this statement, you will not be allowed to vate In tis election. Your completad form may be provided t govemment officials and third parfies for
siection retated puposes.

WARNING: MAKING A MATERIALLY FALSE STATEMENT ON THIS FORM CONSTITUTES THE CRIME OF ELECTION FRAUD, WHICH IS PUNISHABLE
UNDER VIRGINIA LAW AS A FELONY. VIOLATORS MAY BE SENTENCED TO UP TO 10 YEARS IN PRISON, OR UP TO 12 MONTHS IN JAIL AND/OR.

FINED UP TO $2,500.
ELECT-851 Rev. 07/2028

ADVERTENCIA: HACER UNA DECLARACION SUSTANCIALMENTE FALSA EN ESTE FORMULARIO CONSTITUYE EL DELITO DE FRAUDE
ELECTORAL, SUJETO A CASTIGO DE ACUERDO CON LA LEY DE VIRGINIA COMO UN DELITO GRAVE. LAS PERSONAS QUE INFRINJAN LA LEY
PUEDEN RECISIR UNA CONDENA DE HASTA 10 AROS EN PRISION, © HASTA 12 MESES EN LA CARCEL ¥/0 RECIBIR MULTAS DE HASTA 52,500

ELECT-851 Rev. 07/2026
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Pollbook z Setup

ADo not take

out items
below white remove the
foam white
ASee the Merllm
Equipment

STOP sign
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U Pollbook Reminders

AThree letters of last name, Jmate &
then a comma, then three ot e S— .| sut

FISCHER Hobebuslah THOMAS

letters of first name (add
comma and Jdyear
If needed)

ARemember there is an
Advanced Search z See
Leadership for assistance
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U Voter Information Screen

First Name: Albert

Middle Name:.NMN Voter ID: 111111111
Last.Name: Smith Absentee:
Suffix: Status: Active

Year of Birth: 2000
Address: 11777 Gallop Ln
City: Bristow

Check In Info:

Precinct: 101 - BRENTSVILLE
Congress: 10 Senate: 029 House: 022

Town:

AN

Add Voter Note

o Ready to Check-In. ‘

2025/10/07 Total Voters
8:59:00 AM | 351

Check In 0101 Poll Status
usr0101a Open

0
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UCheck the Red Text Information

First Name: Albert

Middle Name: NMN Voter ID: 111111111

Last.Name: Smith Absentee:

Suffix: Status: Active

Year of Bi

Address: 11

City: Bristow Precinct: 101 - BRENTSVILLE
Check In Info: \ Congress; Senate: 029 House: 022
Town
\ y,

Red Text / T

o Ready to Check-In. ‘
s o

2025/10/07 | Total Voters 0101 Poll Status @
o
usr0101a pen 46%

8:59:00 AM 351
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U Check Voter In

VOTER INFORMATION

First Name: Albert

Middle Name: NMN

Last Name: Smith

Suffix:

Year of Birth: 2000

Address: 11777 Gallop Ln
City: Bristow

Check In Info:

\

Voter ID: 111111111

Absentee:
Status: Active

Precinct: 101 - BRENTSVILLE
Congress: 10 Senate: 029 House: 022

Town:

Add Voter Note

0 Ready to Check-In.

% PRINCE WILLIAM

Office of Elections

2025/10/07 Total Voters
8:59:00 AM 351

Check In 0101
0

usr0101a

Poll Status
Open

* 3
0 46%



PRINCE WILLIAM

U Check Voter In Additional Questions

Office of Elections

Please give Voter Ballot

Ballot Style 1

I:l OutsidePolls

[] Affidavit

Continue Cancel

* PWCVOTES.ORG *




U Check Voter In 7 Last Question

Voter has been
checked-in and is to
be given a ballot.
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U Check Voter In 7z Completed

‘ |>, e Search or Scan ID ‘Search Type ‘ Last Name, First Name, Year of Birth v ‘Search an [

Advanced

Last Name First Name Middle Name Suffix Year of Birth Voter ID

111111111

Smith Brian NMN 2000 111111112
Smith Charles NMN 2000 111111113
Smith Dexter NMN 2000 111111114

Smith Elizabeth NMN 2000 111111115

Smith George NMN 2000 111111117
Smith Hanah NMN 2000 111111118
Smith Igor NMN 2000 111111119

Smith Jimmy NMN 2000 111111120

o Smith Frederick NMN 2000 111111116

-

J
* PWCYOTES.ORG * 2025/10/07 . Total Voters 0101 . Poll Status @
9.0205AM | 351 wotota | Open | | 499

- =
2 &
% s
e &

¥, <
iy coonty
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I I I I Ie Stal I I p VOTER INFORMATION

First Name: Albert
DOUbIe ChECk Middle Name:'NMN Voter ID: 111111111
Last Name: Smith Absentee:

Suffix: Status: Active
Year of Birth: 2000

Address: 11777 Gallop Ln
ity- Bristow Precinct: 101 - BRENTSVILLE

@ Congress: 10 Senate: 029 House: 022

Town:
NEW - CheckIn Info
will be blank priorto checkingin a voter

VOTER INFORMATION ‘

First Name: Albert

Middle Name:_NMN Voter ID: 111111111
Last Name: Smith Absentee:
Suffix: Status: Active

Year of Birth: 2000

Address: 11777 Gallop Ln
ity Bristow Precinct: 101 - BRENTSVILLE
Congress: 10 Senate: 029 House: 022

Town: /

f Check In Info:
\ 2025-10-07 09:071:57 AM

usri101a

CheckInTime & User/Device
will display if voter info screen

‘ is reopened

* PWCVOTES.ORG *
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[U] Pollbook z Default Screen

‘ Search Type ‘ Last Name, First Name, Year of Birth v ‘ Search All [:]

Advanced
Search

Last Name

First Name Middle Name ‘ Suffix ‘ Year of Birth ‘ Voter ID

Voters in
PCT Counter

i 3 : g j Q;e

* PWEVOTES.ORG * 2025/10/07 Total Voters ‘

0101 Poll Status @ @
B, 9:12:28 AM ELY usr0101a | Open | ;| 5o
(;«jb 5
gy oty

Statuses
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Office of Elections

[U] Pollbook z Default Screen

‘ Search Type ‘ Last Name, First Name, Year of Birth
-

v ‘ Search All [ |
Last Name

Advanced

First Name

Y
Middle Name ‘ Suffix ‘ Year of Birth ‘ Voter ID

Menu
‘“Hamburger Icon”

‘ -

* PWCVOTES.ORG * 2025/10/07 Total Voters ‘

Check In
2 9:12:28 AM 351 0
1;:“

7 A
iy coonty

0101 Poll Status

usr0101a Open ‘ 0 ‘59% @
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Pollbook z System Operations

~—{_System ) ~

- _— 4]
5 n 0 = \of
= S8 v
Log Out of Peripheral Import Live Auto Issue
Pollbook Devices mport Audi rt Audits, Backup Logs Sync Status

N J

—(Polls) 2

A A
& O = Y/
Open Polls Suspend Polls Close Polls Complete Election
5 g E
Pollbook Summary Location Summary Add Location Note
o

~—(_Utilities )} ~

S AN E A

Open Polls

Pollbook
Summary




Close Polls

Print Ballot




[ﬂ] QRCodes -2 Mi nut d&pj S'ﬁé\/tl d
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ffffffffffffffff

etUp

[U] Ballot Scanner and

A Process takes 10 to 20 . Manual
minutes

A Have equipment
officer working on
pollbooks at the same
time YOU are working

on this equipment

Touchwriter




U iIPad z Tallypoint
Wake up iPad and find  Tallypoint

TP . .
. Tallypoint asks if you are ready to open
TallyPoint

If Scanner and Pollbook good, click READY




oint

Operations

PRINCE WILLIAM

Office of Elections

TallyPoint Login

Username

Password

Login
Request a demo

* PWCVYOTES.ORG*
& S
% &

4
gy ooty
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U iPad z Tallypoint Operations z New Look




