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Certification Training
ɍThis training will be approximately 4 

hours and will include hands -on 
training

Welcome

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

ɍThere will be a break halfway through 
class

ɍAsk questions

Housekeeping
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Highlights
Prince William County т Election Officers Congratulations

иTop in the state for elections voter satisfaction for efficiency and customer service
и2.3% Improvement in Provisional ballot acceptance 
иAugust 2026 Primary т2 out of 48 Provisional ballots rejected! 4% - Super Job!

Prince William County т Department of ElectionsExcellence
и~ƨũƣŔШċƽċƖĬƚШċĦőŔĲƻĲĬШĤǃШÂì9ШŔŰШŸŰĲШǃĲċƖгШШыÑőċƣќƚШĤǃШǃŸƨгьШШ9ċŰќƣШĬŸШƣőŔƚШƽŔƣőŸƨƣШǃŸƨг

Go Team!Headquarters
иIntroductions to your support staff
иEƻĲƖǃŸŰĲќƚШĲǂƓĲƖŔĲŰĦĲƚШċŰĬШťŰŸƽũĲĬŊĲШтPriceless!

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

Election Center 2026 PeopleɅs 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 ɀ 7:00 PM

Please donɅt talk politics or wear political clothing
Sample ballots are on our websites - pwcvotes.org
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Election Officer Training Manual
ÅPlease review ɀ familiarize yourself with different sections

Å*located on website



8

Announcement

Lanyards and pins :

ÅYour main identification in 

the precinct

ÅLanyards will be distributed 

from Chief Bag @ 5:00 AM 

Election Day
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What to wear & officer guidelines

Manual 

Page 19

Å Business 
casual

Å No exercise 
outfits

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

Manual 

Page 9

Manual 

Page 29

?ŸŰќƣШŉŸƖŊĲƣШƣŸШŉŔŰĬШŸƨƣШƽőĲƖĲШǃŸƨƖШĦċŊĲШŔƚШŊŸŔŰŊШƣŸШĤĲШƚƣŸƖĲĬ!



Monday Night Set -up 
Reminders

uThis is voluntary т please invite your entire team

uNOTE: Schools may not be available for Monday т Inquire EARLY

uBring your Chief Bag in your home on Monday night

uDO NOT remove ANY electronics from cage

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

 driving ballots back to warehouse/main office on election night

uAssign 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
o Before 6 AM (set -up)ɀ 
 one poll watcher per party
o After 6 AM ɀ 
 up to three poll watchers  per party
o They 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 ɀ 
 if you can not find them on the 

pollbook ɀ CALL HQ

Manual 

Page 

106-111



Poll Watcher - Basics
o They CANNOT assist/interfere with 

voters in any process
o They CANNOT wear political 

clothing
o They ARE allowed to see and hear 

activity on the 
     Pollbook at the check -in station
oThey CANNOT violate any voterɅs 

privacy
o Poll Watcher guidelines in Blue 

Accordian

Manual 

Page 

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



Special Assistants

They are YOUR support staff

They will review SA Checklist with you

Checklist found in Chief Binder т Review it

ALL backup supplies provided by SA

Any additional questions т call HQ
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Chief Election Day ɀ Opening Checklist

3 most important 
tasks to complete 

1st:
set up ɀ 

Pollbooks, Scanners  
& Tallypoint

Manual 

Page 40
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Pollbooks ɀ 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

ÅPlease hand me your 
Identification

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

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

ÅHand back ϥD stating VoterɅs full 
name

Reminder т 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
ÅOne-sided now
ÅSpanish 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 ɀ Setup

ÅDo not take 
out items 
below white 
foam
ÅSee the 

STOP sign

ÅDo not 
remove the 
white 
Merlin 
Equipment
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Pollbook ɀ Startup 

Password
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Pollbook ɀ Startup

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

Once ePollTab is 
open, you will see 
2 boxes and an 
indicator that says 
άth[[.hhY{ 
a!¢/IέΦ
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Pollbook ɀ Startup

The TEXT in the 
boxes will be 
green.  Select 
άht9bέ ƻƴ EACH 
tablet.
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Pollbook ɀ 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 ɀ Startup

When you see the 
peripheral devices 
box, click the 
ά/[h{9έ ōǳǘǘƻƴ ƻƴ 
each tablet.
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Pollbook ɀ Startup

On the ePollTab 
login, enter the 
unique username 
and password for 
EACH pollbook (in 
chief binder) and hit 
ά[hD LbέΦ
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Pollbook ɀ Startup

The next screen says 
άtƻƭƭǎ ƴƻǘ ƻǇŜƴέΦ  ¢ƘŜ 
polls need to be 
opened before 
checking voters in.  
/ƭƛŎƪ άhYέΦ
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Pollbook ɀ Startup
/ƭƛŎƪ άƘŀƳōǳǊƎŜǊέ 
menu icon in the 
bottom right and 
ǎŜƭŜŎǘ άǇƻƭƭōƻƻƪ 
ǎǳƳƳŀǊȅέ ƻƴ 9!/I 
tablet. Complete 
pollbook summary 
form and select 
άŎƻƴǘƛƴǳŜέΦ
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Pollbook ɀ System Operations

Street 
Look -up
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Pollbook ɀ Startup
To open the polls, 
touch the hamburger 
Menu icon and select 
ǘƘŜ άhǇŜƴ tƻƭƭǎέ ƛŎƻƴ 
on only ONE of the 
tablets.  Both 
pollbooks should 
show open. You are 
ready!
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Pollbook ɀ System Operations

scenarios

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

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

/ƭƛŎƪ άhYέ ǘƻ ǇǊƻŎŜŜŘ
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Pollbook ɀ Shut down 

{ŜƭŜŎǘ ά/ŀƴŎŜƭέ ǘƻ 
continue
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Pollbook ɀ Shut down 

/ƭƛŎƪ άhYέ ǘƻ 
continue
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Pollbook Reminders

ÅThree letters of last name, 
then a comma, then three 
letters of first name (add 
comma and Ɉyear of birthɉ 
if needed)

ÅRemember there is an 
Advanced Search ɀ See 
Leadership for assistance
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Voter Information Screen



48

Check the Red Text Information
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Check Voter In
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Check Voter In ɀ Additional Questions
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Check Voter In ɀ Last Question
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Check Voter In ɀ Completed
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Time Stamp
(Double Check)



54

Pollbook ɀ Default Screen
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Pollbook ɀ Default Screen
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Pollbook ɀ System Operations

Street 
Look -up
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Pollbook ɀ System Operations

Pollbook 
Summary
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Quick - FYI

ÅVoter must always 
be in possession 
of ballot
ÅOnce checked -in 

Voter can not 
leave precinct
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Ballot Scanner and Touchwriter  Set Up

ÅProcess takes 10 to 20 
minutes

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

Manual 

Pg 43-53


