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Certification Training
• This training will be approximately 4 

hours and will include hands-on 
training

Welcome

• Please have your manual available. Manual and 
slides available on website under TrainingManual

• There will be a break halfway through 
class

• Ask questions

Housekeeping
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Highlights
Prince William County – Election Officers Congratulations

• Top in the state for elections voter satisfaction for efficiency and customer service
• 2.3% Improvement in Provisional ballot acceptance 
• August 2026 Primary – 2 out of 48 Provisional ballots rejected! 4% - Super Job!

Prince William County – Department of ElectionsExcellence
• Multi awards achieved by PWC in one year!  (That’s by you!)  Can’t do this without you!

Go Team!Headquarters
• Introductions to your support staff
• Everyone’s experiences and knowledge – Priceless!

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

Election Center 2026 People’s Choice Award (January 13, 2026), 2025 Clearie Award Winner (May 12, 2026)



Prince William County 
Electoral Board

Heidi Stirrup 
(Chair)

Yolanda D. Montgomery 
(Vice-Chair)

Keith Scarborough 
(Secretary)
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Election Day Information

Election Day: November 3, 2026

Type: General Election - Federal

Work Hours: 5:00 AM ~ 8:30 PM

Voting Hours: 6:00 AM – 7:00 PM

Please don’t talk politics or wear political clothing
Sample ballots are on our websites- pwcvotes.org
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Election Officer Training Manual
• Please review – familiarize yourself with different sections

• *located on website
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Announcement

Lanyards and pins:

• Your main identification in 

the precinct

• Lanyards will be distributed 

from Chief Bag @ 5:00 AM 

Election Day
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What to wear & officer guidelines

Manual 

Page 19

• Business 
casual

• No exercise 
outfits

• No ripped 
jeans
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List of Forms – in Chief Binder
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Pre-Election & Monday Early Set-up Checklists

Manual 

Page 9

Manual 

Page 29

Don’t forget to find out where your cage is going to be stored!



Monday Night Set-up 
Reminders

 This is voluntary – please invite your entire team

 NOTE: Schools may not be available for Monday – Inquire EARLY

 Bring your Chief Bag in your home on Monday night

 DO NOT remove ANY electronics from cage

 Create a plan for which officer (usually the Asst. Chief) will be 

 driving ballots back to warehouse/main office on election night

 Assign duties to your team for a successful set-up on 

 Election Day morning
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Precinct Opening and Closing Checklists

Manual 

Page 41

Manual 

Page 119



Poll Watcher - Basics
oBefore 6 AM (set-up)– 
 one poll watcher per party
oAfter 6 AM – 
 up to three poll watchers  per party
oThey MUST present a signed 
 authorization from PWC or Virginia
o We CANNOT accept an authorization 
 form from another county in VA
o They MUST be a registered voter in VA – 
 if you can not find them on the 

pollbook – CALL HQ

Manual 

Page 

106-111



Poll Watcher - Basics
oThey CANNOT assist/interfere with 

voters in any process
oThey CANNOT wear political 

clothing
oThey ARE allowed to see and hear 

activity on the 
     Pollbook at the check-in station
oThey CANNOT violate any voter’s 

privacy
oPoll Watcher guidelines in Blue 

Accordian

Manual 

Page 

106-111
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Precinct Layout / Roles Video
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Pollbook – Startup Step 1



Special Assistants

They are YOUR support staff

They will review SA Checklist with you

Checklist found in Chief Binder – Review it

ALL backup supplies provided by SA

Any additional questions – call HQ



21

Chief Election Day – Opening Checklist

3 most important 
tasks to complete 

1st:
set up – 

Pollbooks, Scanners 
& Tallypoint

Manual 

Page 40
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Pollbooks – How to check in a voter

Please read 
and study 
BEFORE 
election day

Page
75
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How to Ask for Voter Information

• Please hand me your 
Identification

• Please state your full name and 
address, (orally or in writing)

• As the voter states information, 
your eyes are on the Pollbook to 
confirm what is said

• Hand back ID stating Voter’s full 
name

Reminder – Only accept VA drivers' license 
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ID Confirmation Statement

Voter
Fill-inElection Officer

Fill-in
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Request for Assistance
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Affirmation of Eligibility Form change
• One-sided now
• Spanish on back

Voter/Citizen to Voter 
Challenge has been 

removed

This form will ONLY be used 
for Inactive Voters and 

address confirmation
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Pollbook – Setup

• Do not take 
out items 
below white 
foam

• See the 
STOP sign

• Do not 
remove the 
white 
Merlin 
Equipment
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Pollbook – Startup 

Password
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Pollbook – Startup

DOUBLE-CLICK ON 
THE EPOLLTAB 
ICON ON THE
SCREEN TO 
LAUNCH THE
APPLICATION.
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Pollbook – Startup

Once ePollTab is 
open, you will see 
2 boxes and an 
indicator that says 
“POLLBOOKS 
MATCH”.
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Pollbook – Startup

The TEXT in the 
boxes will be 
green.  Select 
“OPEN” on EACH 
tablet.
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Pollbook – Startup
You will be prompted 
for a key.  Give the 
pollbooks a couple of 
seconds to find the 
key.  If still waiting 
take top chip out of 
Merlin for 10 seconds 
and reinsert.  It 
should begin to 
connect.
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Pollbook – Startup

When you see the 
peripheral devices 
box, click the 
“CLOSE” button on 
each tablet.
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Pollbook – Startup

On the ePollTab 
login, enter the 
unique username 
and password for 
EACH pollbook (in 
chief binder) and hit 
“LOG IN”.
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Pollbook – Startup

The next screen says 
“Polls not open”.  The 
polls need to be 
opened before 
checking voters in.  
Click “OK”.
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Pollbook – Startup
Click “hamburger” 
menu icon in the 
bottom right and 
select “pollbook 
summary” on EACH 
tablet. Complete 
pollbook summary 
form and select 
“continue”.
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Pollbook – System Operations

Street 
Look-up
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Pollbook – Startup
To open the polls, 
touch the hamburger 
Menu icon and select 
the “Open Polls” icon 
on only ONE of the 
tablets.  Both 
pollbooks should 
show open. You are 
ready!
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Pollbook – System Operations

scenarios

Pollbook 
Summary  - 1st
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Pollbook – Shut down 
(See Addendum pages 4 -5) 

Use the ADMIN 
username and 
password to close
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Pollbook – Shut down 

Click “OK” to proceed



42

Pollbook – Shut down 

Select “Cancel” to 
continue
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Pollbook – Shut down 

Click “OK” to 
continue
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Pollbook Reminders

• Three letters of last name, 
then a comma, then three 
letters of first name (add 
comma and “year of birth” 
if needed)

• Remember there is an 
Advanced Search – See 
Leadership for assistance
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Voter Information Screen
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Check the Red Text Information
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Check Voter In
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Check Voter In – Additional Questions
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Check Voter In – Last Question
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Check Voter In – Completed
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Time Stamp
(Double Check)
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Pollbook – Default Screen
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Pollbook – Default Screen
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Pollbook – System Operations

Street 
Look-up
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Pollbook – System Operations

Pollbook 
Summary
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Quick - FYI

• Voter must always 
be in possession 
of ballot

• Once checked-in 
Voter can not 
leave precinct
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Ballot Scanner and Touchwriter Set Up

• Process takes 10 to 20 
minutes

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

Manual 

Pg 43-53
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QR Codes - 2 Minute “Set-Up” Videos



61

iPad – Tallypoint

Wake up iPad and find Tallypoint

TP

TallyPoint

Tallypoint asks if you are ready to open

If Scanner and Pollbook good, click YES
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iPad – Tallypoint Operations – New Look
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iPad – Tallypoint
Reminders:

Hourly Turnout is ALWAYS the 
Total – not the difference from 
the last number logged

Delegate the hourly turnout TallyPoint 
number submission to an EO – they 
will remind you and you can input the 
data

TP

TallyPoint
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iPad – Other Applications

To translate for a voter.

Translate

To use the Interactive “What If’s.”

Interactive Wha…

Map tool – PWC Precincts
PWCPrecincts…
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Acceptable Voter IDs

• Note 1:  Only 2 IDs are 

required to have a photo:

• Employer issued ID 

• School ID issued by a school 

outside Virginia

• Note 2:  Never turn a voter 

away for lack of valid ID -  

Always offer the option to sign 

the ID Confirmation Statement
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How is the Virginia Mobile ID app presented?
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How is the ID in Apple Wallet presented?
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Pollbooks - Driver’s Privilege

If the restriction code is a 9, please 
notify the Chief. The restriction code 
does not necessarily mean that the 
voter is not a citizen.  Other restrictions 
could include medical, physical, etc.

Page
79

NOTE:  If all three requirements are 
met – This ID is not acceptable.

Always call HQ if unsure
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Pollbook “Flags”

Have working 
knowledge of 

pollbook Flags!

EO

CHIEF

CHIEF

CHIEF

EO
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Pollbook “Flags”

Inactive?  Have not moved?  Update status will remove the “?” Flag

Please read carefully!  No ID Confirmation Statement allowed
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When to Send Voter to the Chief

• Inactive/Address Confirmation Voters

• Absentee Issued

• Wrong Polling Place (or cannot find on 

Countywide Lookup)

• Overseas

• Already Voted
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Move Rules – Exercise 
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Move Rules – Example

Address provided:1309 Hazelwood Drive, Nokesville

Precinct 101 - Congressional District 10
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Move Rules - Example

Demonstrate Setup of scanner and ADA

Address on Pollbook: 14111 Cove Landing Dr Apt 301, Woodbridge
Precinct 701 - Congressional District 7
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Move Rules

New address or new name

Voter Address 

Update Form
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Active-Duty Military Voters not on Pollbook

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.
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Marking Station Reminders

-No Talking While in           
the Marking Station
-Cell Phone research   

is allowed
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Ballot Scanner

• Ballots can be scanned 
on either side

• Stand behind scanner 
when in use

• See the blue light
• Rejected ballot, 

engage with voter to 
determine issue

Manual 

Page 92
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Rejected Ballots

• Overvote
• Blank Ballot
• Ballot Error / Misfeed

Manual 

Page 93-

95



82

Spoiled Ballots

• We TEAR the top left corner 
of the ballot and put the 
spoiled ballot and corner 
piece in envelope 4.

Manual 

Page 81
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Touch Writer - ADA

• ADA marking device

• For voters who have difficulties 

marking a ballot

• The CO, AO, or EPS will assist those 

voters

Manual 

Page 87
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When do voters get a provisional  ballot?

SEND THESE VOTERS 
TO THE CHIEF!
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Provisionals / Same Day 
Registration  (Common Mistakes)

Manual 

96 - 101
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Provisionals / Same Day 
Registration

Provisional Envelope
Overlay SDR Envelope

Overlay

Overlays will 
be provided to 
assist in your 

accuracy



88Tools to use for Provisional perfection
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Precinct - Reminders

•Do not display passwords or codes 

Keep your Chief Binder closed and 

in the Chief Bag when not in use

•Do not pre-load your election 

folders with new ballots
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De-Escalation

•Remain Calm

•Listen to Voter

•Explain the Issue if Possible

•Send Voter to the Chief
* Pamphlet will be in Chief Bag
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Cage Return - Inspection

Touchwriter

Ballot Box

Ballot Box

Please 
note the
Proper 
location
of the 
touch-
writer 
and 
ballot box
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Cage Return – Properly

Please don’t put the 
ballot box on the top 
of cage – ONLY the 
TW stand can go up 
there.  

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!
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Completing the 
Statement of 
Results 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
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Completing the 
Statement of 
Results 100

5

80 20 100

0

100

8

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

John Smith

Max 

Rogers

lie Thornton

Eshal 

Archer
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Quick - FYI

All Closing Paperwork

If in doubt – fill it out!

(EXCEPT envelope 8, 
envelope 1B, and 

envelope X)

Take a sec, double check … leave no blank behind!



98

Yellow #7 Pouch – Location of all Seals
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Envelope Guide – in Chief Binder

Assistant Chief 
AKA 

Accountability Officer
 

PLEASE

Double check all 
Provisionals and paperwork!
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SOR Part F: Explanation of 
Discrepancies \ Incident Report

Must be returned 
even if you have 
nothing to report 
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Supply Return Form

Returning officers 
should be from 
opposite parties

Form found on 
back of Chief 

Binder
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Ballot Count vs Hand Count

Ballot Count: Counting tabulated 
ballots not required, the tally tape 

is the official record

Hand count: Used only to record 
results from any unscanned 

ballots
Notify Head Quarters first
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Training Manual Review

• Pg. 20 – Request for Assistance 

• Pg. 23 – Service Animals

• Pg. 25 – Removal of election officers

• Pg. 71 – Ballot Drop Box

• Pg.  72 & 73 – Outside Polls Voter
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Training Manual Review

• Pg. 80 – Absentee Ballot Situations

• Pg. 82 – Paper Pollbook (in the cage)

• Pg. 86 – TouchWriter for ADA voters

• Pg. 102 – 40 ft Prohibited Area

• Pg. 103– Firearms
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Training Manual Review

• Pg. 105 – Media Guidelines

• Pg. 114 – Voter challenges and 
 military voters

• Pg. 127 – Signature reminders

• Pg. 128 – Closing paperwork 
envelope checklist
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pwcvotes.org/training

• 10+ Videos

• Training Slides 

& Videos

• Manual
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End of night envelopes
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Final Notes

If you have a change in your banking info 
Call office for assistance

Contact your team with Election Day Information and 
possible Monday set-up details

If you have not heard from your officers 2 WEEKS BEFORE the 
election, send an email to electionofficer@pwcgov.org or call 
the Staffing Department at 703.792.6485



109

Final Notes:
Take a sec … Double Check!

Please remember that your 
paperwork is audited in the 

CANVASS process conducted 
immediately after the election, 

before certification and you may be 
asked to come into the main office 

to complete paperwork.  Please 
take your time and double check!
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Final Notes

Please note the U.S. Department of Justice may have staffers come 
to the precinct during a General Election

Please get a copy of their authorization letter and answer their 
questions

Reminder:  The title “LO” on your roster refers the Language 
Officer

PWC must meet a certain requirement for Language Officers 
in specific precincts based on the last Census Report 

Please refer to Media Guidelines – Page 105



October 16th 11:30 AM – 8 PM

October 17th  12 PM – 5 PM

Old Manassas Court House

Workshops



We can not do this without you!

We appreciate your commitment 
to the election process in PWC!

Thank You!
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