
Certification Training 
November 4, 2025 - General Election



Certification Training

Welcome: This training will be approximately 4 hours 
and will include hands-on training

Manual: If you don’t have your manual – please borrow 
one for the training – ADDENDUM Handout

Housekeeping: There will be a break

Questions: Please raise your hand on the topic



Training Manual Addendum
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Step By Step: Open The Pollbook

Final Step – Start the Pollbooks

Closing the Pollbooks

New Pollbook Feature

Supply Return Sheet



Prince William County Electoral Board
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Keith ScarboroughMarcus Moyer Heidi Stirrup



General Information

• Election Day:   November 4, 2025

• Type:    General Election

•Work hours:   5:00 am - ~ 8:30 pm

•Voting Hours:   6:00 am – 7:00 pm

•Monday Setup:  Available 

•Officer in Charge:  Chief Officer
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About >
This Election



Announcements, Reminders & New Information!
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•National Clearie Award and Honorable Mentions 
from the US Election Assistance Commission

•335,000 Registered voters in PWC

•7-9 officers per precinct in NOV

•Please don’t talk politics or wear political clothing

•Sample ballots are on our websites- pwcvotes.org



Announcements, Reminders & New Info! Cont.
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•Registration deadline is now 10 days (New Law)
•New equipment for June 2026 – new certification 
required
•New ID eligible – see VA State Acceptable ID List
•High School Student - Page Program is back!



REMINDERS, Cont.

•Vote Early – (take a picture of schedule)

•Don’t display passwords or codes 

•Don’t pre-load your Election Folders with New Ballots

•DO get Tallypoint started as you are setting up 

 Poll Books
8
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Your Cage Should be Delivered by 4pm on Monday Before Election Day!

The Operations Team will send you an email on Monday to let you know 

that your cage has been delivered!

NO!



•No more Election Officer 
buttons.  We now have 
lanyards with badges 

•Pick up election day from 
Chief’s Bag
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Announcements, Reminders & New Info! Cont.



Please be flexible with Precinct Assignment
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•The Staffing Department spends hundreds of hours each 
election ensuring that every precinct has each title needed 
and keeps party parity

•Once your home precinct fills up – please be flexible to 
move

•Officers may serve in one precinct for several elections and 
THEN be relocated due to leadership changes, etc.



Contests
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Statewide
• Governor
• LT Governor
• Attorney General

House of Delegates
(PWC Districts)
• 19th – 25th 

Special Elections
(No Party Identifiers)
• Gainesville Supervisor

(14 pcts: 401-414)
• Member Town Council

(1 pct - Occoquan)

Tell voters 

“Ballot 

starts 

here.”



DMV Electronic ID Demo
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• Can only be accessed via VA mID app

• Barcode is not scannable
• Pollbook manual search only

• Not expected to be commonly used
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Pollbooks
Driver’s Privilege 

Page

79Is this ID acceptable?



NEW
We've added a field in 
the bottom left corner.  

See what time and 
which device they were 
checked in for situations 

where an EO believes 
that an individual has 

already voted.



New QR Codes with 2 Min “Set-Up” Videos
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pwcvotes.org/training

• 10+ Videos

• PowerPoint 

Training Slides

• Manual



NEW List of Forms
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Tear 

corner

Spoiled Ballots 

- We now TEAR 

the top left 

corner of the 

ballot and put 

the spoiled 

ballot and 

corner in 

envelope 4.

Page 81



2
0

Let’s watch 

this video on 

how to use the 

MOVE RULES 

form – as it 

can be 

confusing!





When Do Voters Get a 
PROVISIONAL BALLOT?

Absentee 
Voters 

without 
ballot

Not on 
your 

Pollbook

Already 
voted
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Note: If the voter is at the wrong precinct – their vote MAY NOT 
count.  Use Advanced Search and Street Lookup on Pollbook---OR--- 

the NEW map tool on the iPad to confirm address.



PROVISIONAL REMINDERS
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-Voter Registration incomplete 

(citizenship, felony, signature, address)
218

-Wrong Precinct 426

Reasons why Provisionals were rejected that could 

have possibly been avoided by completing the 

paperwork correctly

2024 Presidential Election 

Out of approx. 8,000 Provisional



Same Day 
Registration

(SDR)



Section 1, 2, 3 Voter Information



Section 1, 2, 3 (Voter fill-in)Section 1, 2, 3 Voter Information



Section 1, 2, 3 (Voter fill-in)Section 1, 2, 3 Voter Information



Section 4, 5, 6 (if applicable)

Section 1, 2, 3 (Voter fill-in)Section 1, 2, 3 Voter Information



Section 4, 5, 6 (if applicable)

Section 1, 2, 3 (Voter fill-in)Section 1, 2, 3 Voter Information



Section 4, 5, 6 (if applicable)

Section 1, 2, 3 (Voter fill-in)Section 1, 2, 3 Voter Information



Section 7 

(Voter Signature and Date)

Section 4, 5, 6 (if applicable)

Section 1, 2, 3 (Voter fill-in)Section 1, 2, 3 Voter Information



Election Officer Use – Fill out and Sign 

Check over with another officer 

and check again at end of day 

Section 7 

(Voter Signature and Date)

Section 4, 5, 6 (if applicable)

Section 1, 2, 3 (Voter fill-in)Section 1, 2, 3 Voter Information



Provisional 

Envelope

(Other side of 

Envelope)



Precinct # and Party Ballot - (D or R)

(Only during Primary Elections)



Precinct # and Party Ballot - (D or R)

Voter Information 1, 2, 3, 4, 5



Precinct # and Party Ballot - (D or R)

Voter Information 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5



Precinct # and Party Ballot - (D or R)

Voter Information 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5



Precinct # and Party Ballot - (D or R)

Voter Information 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5



Precinct # and Party Ballot - (D or R)

Voter Information 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5



Section 6 
Voter Signature and Date

Precinct # and Party Ballot - (D or R)

Voter Information 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5



Election Officer Use - Fillout and Sign 

Check over with another officer 

and check again at end of day 

Section 6 

Voter Signature and Date

Precinct # and Party Ballot - (D or R)

Voter Fill-in Section 1, 2, 3, 4, 5Voter Information 1, 2, 3, 4, 5



NEW Provisional Envelope

Note:  You will need 
to enter the 

numbers from the 
barcode into 
TallyPoint!
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Other reasons

Same Day 
Registration

Reminder:  Fill out the form completely and have 
the voter or another officer doublecheck each 
envelope before moving forward!



Voter is not listed in the Pollbook in your 
precinct.
Voter has moved into your precinct (check 
Move Rules).
Use Street File Lookup on Pollbook or the NEW 
Map Tool on iPad/iPhone.
ID rules are the same for all voters.

SAME DAY REGISTRATION (SDR) Reminders
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Check reason on Provisional notice and have voter read the 
notice.

Mark D or R on upper right corner of the envelope- IF it is a 
Dual Primary. 

Give voter a Provisional Ballot Envelope, Provisional Ballot, and 
a glue stick.

Use the Green Privacy Folder.

Send voter to private area to complete envelope, ballot, and 
then seal ballot in envelope.

Provisional Ballot Process 



Take sealed envelope from voter.

Check and sign envelope.

Complete TallyPoint log on iPad 
or iPhone.

Provisional Ballot Process Cont.



Have voter put envelope into 
Green Provisional Ballot Bag.
Give voter the Voter Notice 
and the I Voted sticker.

Provisional Ballot Process Cont.



PROVISIONAL REMINDERS

Common Provisional Mistakes:
• Citizenship question at top MUST be marked
• The ID used at check-in is the same for Provisionals -  

Please check the “Did you check ID” Box
•Double check the felony question on the Green 

Provisional Envelope
•Don’t forget the EO “Signature” at bottom of envelope
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Provisional Tab Seals will now be located in the 
Yellow #7 Pouch with the rest of the seals!



POLLBOOK SETUP 53

• Turn to page 56 in your manual.

•Complete Merlin and Pollbook setup.

• Locate passwords/codes in Chief Binder.

• Login, complete Pollbook Summary, and open polls on 
Pollbook.

•When you are ready to check voters in return to table 
with, one Poll Book, one hand scanner, Poll Book 
Summary, and Chief Binder.



POLLBOOK SETUP 54

Do not remove 

the white Merlin 

Equipment!

Do not take 

out items 

below white 

foam! See 

the STOP

sign!



Military Voters and their Dependents who are not 
on your pollbook and live inside the precinct 
boundary have two options. 

1. They can vote provisionally in the precinct 
using SDR. 

2. They can come to the Office of Elections in 
Manassas and vote on the machine.  

Call the Main Office if you have any questions.

Active Duty Military Voters not on Pollbook 



iPAD Action-LOOK FOR NEW MAP TOOL
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To translate for a voter. To use Tallypoint

Wake up the iPad and find NEW Map Tool

Map tool – PWC Precincts

TP
TallyPoint

PWCPrecincts…

Translate

To use the Interactive “What If’s.”

Interactive Wha…



USING TALLYPOINT

-When your Pollbooks and Scanner(s) are Open, log 
into TallyPoint and click “This Precinct is Ready”
-Enter the hourly vote count
-Record provisional ballots on the Provisional 
Ballot Log
-Send your precinct results to Chief HQ
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USING TALLYPOINT
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USING TALLYPOINT
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Voter States and Tags
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•Green – Check voter in.

•Yellow, Red, and Orange – Send 
to Chief

• Jr., Sr. Check year of birth.

•PID (Only in Federal Years)

•F Federal (Only in Federal Years)



SCENARIOS 61

• During this section,  you will be given different 
scenarios.  

• You will look voters up on the Pollbook. 

• You will use the street lookup feature of the 
pollbooks.

• If they are not ready to check in, you will conduct 
research and complete paperwork. 

• You will also make Tallypoint entries.



Scenario #1 (Practice Hand Scanner)

• Name: 

• Elliott Estela

• Address provided: 

• 12048 Hooker Ln, Nokesville

• Click Check in.

• NOTE:  Dual Primary will require 
an additional step.

• Take note of the two check boxes 
for Outside Polls and Affidavit.

• Click Continue and Ok to 
complete check-in.

• Note: Do Not give ballot until 
voter is completely checked in

Regular Check-in Conclusion
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Scenario #1 (Practice Hand Scanner)

• Name: 

• Elliott Estela

• Address provided: 

• 12048 Hooker Ln, Nokesville

Regular Check-in

Check the time stamp!
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Tallypoint Action 64

7 am: Update Turnout!



Scenario #2 (Next Slide for Example)

• Name:  

• LeBron James (Blind Voter)

• Address provided: 

• 11777 Gallop Ln, Bristow 

• Voter requests assistance 

from Election Officer 

• Complete Request for 

Assistance form, place in 

Envelope #8. 

Scenario Practice

Special Situation Conclusion

6
5



6
6

Voter to complete

Assistant to complete

Party Interpreter to complete 

so they can observe.



Scenario #3 (Next Slide for Example)

• Name: 

• Jarred Watson II

• Address provided: 

• 12909 Fleetwood Dr, 
Nokesville

• Voter Completes 
Affirmation of Eligibility.

• Proceed with check in
(will require CO/AO 
override – adm0101a).

• Check “Affidavit” box on 
confirmation screen.

• Give voter ballot,  votes on 
machine.

Scenario Practice

?

Inactive Voter/Address 
Confirmation

Conclusion

6
7



6
8

Election 

Officer

Fill- in Voter

Fill-in



Scenario #4 (Prov. Example & Log in Tallypoint) 

• Name: 

   Selena Quintanilla 

• Address provided: 

    13615 Carriage Ford Rd, Nokesville

• Voter has already voted in person

• Provisional Voter, give voter 

Provisional Notice.

• Take Provisional Envelope from 

Instructor.

• Make entry on Tallypoint 

Provisional Log (Reason other).

Scenario Practice

Provisional Voter Conclusion

6
9



Scenario #5 (Fill Out SDR, 2x check, and cast)

• Name: Bruce Michael Wadsworth

• Address provided: 13009 Hazelwood 

Dr, Nokesville

• Address on Pollbook: 14111 Cove 

Landing Dr Apt 301, Woodbridge

• Use Street Lookup on the Pollbook or the 

New Map Tool on the iPad to find voter’s 

new precinct (New address is within 

precinct)

• Complete Same Day Registration (SDR) 

Provisional Ballot

Same Day Registration (SDR) & 
Inactive Voter

Conclusion

7
0

Wrong 
Precinct
Inactive 
Voter

?



Tallypoint Action 71

8 am: Update Turnout!



Scenario #6 (Practice Override on Pollbook)

• Name: Soto Julianne 

• Address provided: 11850 Meadow 

Green Court, Nokesville   

• Has Absentee Ballot to exchange

• Spoil absentee ballot, place in 

envelope #4

• Check voter in (Pollbook will require 

CO/AO override adm0101a)

• Give voter a ballot, voter proceeds to 

vote on machine

Scenario Practice

Regular Check in with AB Issued Status Conclusion

7
2



Scenario #7 (VOTE WILL NOT COUNT)

• Name: Jerhonda John Reed

• Address Provided: 14290 

Northbrook Ln, Gainesville

• Send voter to the correct 

precinct

Wrong Precinct Conclusion

7
3



Scenario #8 (Next Slide for Example)

• Name: Charles Lincoln

• Address Provided: 11777 Gallop 

Ln, Bristow

• Voter appears in Pollbook but 

does not have ID

• Complete ID Confirmation 

Statement (place in 

Envelope 8)

• Check in & vote on machine

Regular Check in (No ID) Conclusion

7
4



ID Confirmation Statement

7
5

Election Officer

Fill-in
Voter
Fill-in



Tallypoint Action 76

7 PM: End of Night Results!



CLOSING 

•Complete your pollbook summary report
•Close polls on Pollbook – ADDENDUM
•Tally Tape  (Staff will give tally tapes)
•Enter results on TallyPoint
•Complete Statement of Results with tapes
•Complete the Yellow Printed Return sheet with 
tapes

77



Completing the SOR

100

5

80 20 100

0

100

8

John Smith
Max Rogers
Julie Thornton
Marc Carter
Eshal Archer
Eryn Lopez

• Election day precinct 
summary

• 2 copies (both must be 
completed)

• Attach one Zero Tape and 
one Tally Tape to each copy
(Ballot Scanner Only)

• Arrives in CO Binder

• Return in Envelope #2
• Most common error(s)

• Missing data

• Tapes not attached



Completing the 
Yellow Return Sheet

John Smith

Max Rogers

Julie Thornton

Marc Carter

Eshal Archer

Eryn Lopez

• Serves as a public 
inspection form

• Attach one Zero Tape and 
one Tally Tape
(Ballot Scanner Only)

• Arrives in CO Binder

• Return in Envelope #2A

• Most common error(s)

• Missing signatures



80

Statement Of 

Results

 Part F



•Remain Calm

•Listen to Voter

•Explain the Issue if 
Possible

•Send Voter to the 
Chief

De-Escalation

* Pamphlet will be in Chief Bag



END OF NIGHT ENVELOPES 82
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END OF NIGHT ENVELOPES



VOTING MACHINES 84

• Set up the Scanner and the Touch Writer 
(TW) tables- pp 32, 34

• Attach Printer to TW – Do Not Turn ON   
    TW - pp 50

• Open Polls on Scanner - pp 51
• Close Polls on Scanner - pp 120
• Break down the Scanner - pp 121
• Breakdown the TW tables - pp 123
• Closing Scanner - pp 120

Once you have opened 
the polls on the Scanner 
let us know. 

We will get the following from you:
• From the Scanner:  Power on tape, 

open polls tape, zero tape, and tally 
tape

• From the TW:  Nothing

• From the Pollbooks:  Nothing



Machine Open House/Workshop (Drop-In)

85

Buckhall Volunteer Fire Department 

7190 Yates Ford Rd, Manassas

October 17th, 24th, 27th from 12 PM to 8 PM



We really appreciate your commitment to the 

election process in Prince William County

We could not do this without 

YOU!

Thank You!
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