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VOTER REGISTRATION &
ELECTION MANAGEMENT SYSTEM (VREMS)

Voter Registration and Election Management System (VREMS) as mandated by Nevada
Assembly Bill 422 from the 2021 legislative session, is comprised of software systems
including TotalVote, TotalAddress, ePulse, and Poll Pad, and aims to streamline and
enhance security of the administration of elections in the State of Nevada. Some of its
core functionalities include voter registration management, address validation, real-time
election monitoring, and efficient voter check-in processes. Per Nevada Assembly Bill
422, this system is required to ensure the accuracy, integrity, and efficiency of the entire
electoral process, from voter registration through to the final tabulation and reporting of
election results.

The system also standardizes processes and responsibilities for election officials in
charge of managing these platforms. These officials must ensure that the voter data is
current and accurate, electoral rolls are well-maintained, and precincts are correctly
assigned. They must also oversee real-time monitoring on election day, manage
resources effectively, and promptly address any reported issues to uphold election
integrity. Furthermore, they are responsible for ensuring smooth check-in procedures
and keeping all involved parties informed with up-to-date information, enhancing voter
trust and transparency in the electoral process.

By incorporating the following software solutions, the State of Nevada will be able to

manage elections more efficiently, securely, and accurately, ensuring a smooth electoral
process and maintaining voter trust and transparency.
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TotalVote

TotalVote is an integrated election management system designed to streamline various
components of the election process. Functions include:

e Facilitates the registration of new voters and updates existing records.

e Supports online voter registration (OVR) and integrates with DMV systems for
automatic updates.

e Ensures accuracy and compliance with state laws and federal regulations like the
Help America Vote Act (HAVA).

e Automated tools to detect duplicate records.
e Regular updates to keep voter roll current and accurate, using data from a variety
of sources.

e Schedule and manage all phases of the election cycle, including primaries,
general elections, and special elections.

e Enables election officials to manage the variety of ballot styles and districts
needed.

e Tracks absentee ballot requests, processing, and returns.
e Ensures that all mail ballots are accounted for and processed securely.

e Provides comprehensive reporting capabilities for election results and voter
statistics.
e Data visualization tools for better insights and decision-making.
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TotalAddress

TotalAddress is a geospatial address management system aimed at ensuring the
integrity and accuracy of address data within the election process:

e Ensures all addresses are correctly formatted and standardized according to
USPS guidelines.

e Validates the accuracy of addresses to support fair redistricting and precinct
assignments.

e Assigns precise geographical coordinates to each address, aiding in the accurate
mapping of districts and precincts.

e Crucial for ensuring voters are correctly assigned to their respective polling
locations.

e Helps in planning and managing changes in district boundaries to reflect
population shifts accurately.

e Provides visual tools to see the impact of redistricting efforts on various
demographics.

e Integrates voter registration and election management systems like TotalVote,
enhancing overall data consistency.
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ePulse

ePulse is an election management platform focusing on real-time monitoring and
control of election day activities:

e Provides live updates on voting activities across polling stations.
e Tracks voter turnout, machine status, and any irregularities as they occur in real-
time.

e A centralized system to report, track, and resolve any issues or incidents on
election day quickly.

e Ensures election integrity by allowing election officials to address issues
immediately.

e Manages allocation of election resources, like voting machines and personnel,
ensuring they're deployed efficiently.
e Ensures that high-volume polling stations are adequately staffed and equipped.

e A platform to ensure all election workers and officials are consistently updated
with critical information.
e Facilitates swift decision-making and operational adjustments as needed
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Poll Pad

Poll Pad is an electronic poll book system designed to support the check-in process at
voting locations:

e Simplifies and accelerates the voter check-in process by allowing poll workers to
verify voter information digitally.
e Reduces errors

e Updates across all connected Poll Pads instantaneously, preventing multiple vote
attempts if a voter has already checked in elsewhere.
e Enhances the accuracy of voter turnout data.

e Provides easy access to voter information, enabling poll workers to assist voters
more effectively and resolve registration issues on the spot.

e Software designed to be user-friendly for both poll workers and voters, including
those with disabilities.

e Supports multiple languages and has interface customization options to meet
local requirements.
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Project Overview

The implementation of the Voter Registration and Election Management System
(VREMS) is structured into three distinct phases:

Commencing in October 2023 and concluding in August 2024, this phase marked the
go-live of the TotalVote system. It enabled the following administrative tasks:

Voter Registration

Maintenance of Voter Registration Lists
Sending Notices

Election Creation

Ballot Management

Polling Locations

Poll Books

This phase is set to begin immediately after the completion of Phase One, with an
anticipated conclusion in February 2025. Enhancements during this phase will focus on
the following areas, among others:

Automatic Voter Registration Improvements
Reporting Enhancements

Poll Pad enhancements

Additional enhancements identified during Phase One

Following the completion of Phase Two, this phase is tentatively scheduled to be
completed by June 2025. Key components of Phase Three will include:

Integration with Clark County

Election Worker Management System
Election Night Results Management
Petitions Management

Campaign Finance Oversight
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User Support and Resources
The VREMS project team is dedicated to providing comprehensive training and user
support. We offer clear, easy-to-understand user guides and step-by-step instructions to
facilitate the effective management of each system. Given the rapid pace of changes
and enhancements, these guides and instructions are regularly updated to align with the
current system configurations.

The user guides included in this manual provide a high-level overview of some systems,
processes, and tasks available as of September 6, 2024.

For access to the latest user guides and instructions, please contact the VREMS Project
Managers, training team, or for technical support contact the VREMS Help Desk at:

VREMS Help Desk:
Monday — Friday
8:00am - 5:00pm
Phone: 775-684-5801
Email: vremssupport@sos.nv.gov

VREMS User Guides

Getting Started with TotalVote

County Daily and Monthly Task Overview
Setting Up Notices

Code Hook Reference

Setting Up County Information
Processing Third Party Applications
Processing a Deceased Notice
Processing Opt Out Requests

Defining the Signature Area in Forms and Returned Notices
Processing and Sending Unsent Notices
Processing Forms and Returned Notices
Merging Duplicate Profiles

Setting Up Polling Places

Entering Incumbents

Setting Up an Election — State

Setting Up an Election — County
Verifying Districts and Precinct Assignments
Managing Offices

Generating the Election Package

Ballot Proofing — Dominion

Ballot Proofing — ES&S

Outbound Ballot Processing

Reports

Generating ePulse Files in TotalVote
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Getting Started with TotalVote

TotalVote, TotalAddress, ePulse, and Poll Pads comprise a suite of voter registration
and election management tools implemented by the Nevada Secretary of State under
the authority of Assembly Bill 422. This document is an introduction to TotalVote.

The Dashboard

1. The TotalVote landing page is a
Dashboard with informational
elements and access to system ) Ctered
navigation, tasks, and job queues for B:f;fij::j:dzg B &
day-to-day voter database
maintenance and administration. User M
Account Information 8 [ c
Username, jurisdiction, role, and — e o
access to user preferences. R

2. Current election =
Election that user actions impact.

3. n Homeicon
Opens the Dashboard from anywhere @

Registration by Status Registrants by Age. New Registrant Records

in the system. dp -
4. Navigation Bar ‘. .V s I I I”

Five drop-down menus, each with an e mmemic e | mmn mmma mmaa S e i

2,666 5,055 5,605
42,218 © 2,578 — 2018 2019 m— 2020

alphabetlzed |IS1.' Of OptlonS 58,866 ;A:;M 5‘156;'5' 1_0,158:“ 3970 2859 6328

- - VOID
— 021 2022 2023

5. Quick Search A ML
Simple voter search available at the *
top of any screen in TotalVote.
6. Sidebar -
Links to commonly used system Bfre [
functions.
7. Message Board
Notifications from county and state
administrators.
8. Recently Viewed Records
Last six voter profiles viewed with
registration status.
9. Tasks
Items for user review or action.
10. Voter Registration Statistics
Chart view of voter metrics.

=
TotalVote

TION SOFTWARE
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Username and administrative role are
displayed in the upper right corner of the
TotalVote Dashboard.

Click Preferences to set the sort order for
Outbound Ballot Processing:

e Avery/Dymo Label type
e Affidavit order
e (CSV export order

Select the preferred sort order for each of the
three options, clicking [Save] after each
selection.

To select a different sort order after a
Preference has been set, click [Reset].

Select the preferred sort order and [Save].

The red Election button under user account
information displays the current election and
provides quick access to the full list of
elections.

Far left of the Navigation Bar. Clicking the

Home icon displays the TotalVote Dashboard

(home page).

M sl VREMS Projest Team =
« 2 Aoseurt
TotalVote o = o | e
ELECTION SOFTWARE =

Outbound Ballot Processing Avery/Dymo Labels
(Select up to Three)

Option One:

— [ ]

Vater ID Number

[ Balot Number
UULILULIU DelluL FIUGESSIly DUt AlIUdVILS

(Select up to Three)

Oplion One:

User Preferences

Outbound Ballot Processing Avery/Dymo Labels
(Select up to Three)

successiul

Awery order reset

(\jp(mn One:
Option Twa:
‘Option Three:
= -
Outbound Ballot Processing Avery/Dymo Labels
(Select up to Three)
Avery order reset successful.
Option Ones
Precinct Part
Option Twa:
Vot Last Nate
Option Three:
# Sav Resel
' TotalVote
ELECTION SOFTWARE
| 4 o Regstaton~ Reports= Electon Management = Gouny Utlies = Help™ | LAST NAME. FIRST e of 10 L

EI Voter Registration ¥ Reports ¥ Election Management ¥ County Utilities > Help ~
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Top of every screen. Four dropdown
menus g|V|ng access to Tota|Vote ﬁ- Voter Registration ¥ Reports ¥ Election Management ~  County Utilities ¥ | Help
functions available to your user role and
permissions:
e Voter Registration
Reports
Election Management
e County Utilities
Menu items under each dropdown list are
organized alphabetically.

ﬁ I Voter Registration ¥ | Reports ¥ Election Management >~ County Util

e Add Registrant |
Pre-Add Search and [Add New]
¢ Federal Only Registrants
List of voters with Federal Only
flag toggled On; Precinct 999.
e Process Returned Notices
Digitize; attach to voter profiles
o Purge Registrants 4 A e Residence Adresses to Verfy
Update registrant status to
Cancelled for Failed ID check,
Inactive, or Invalid Address
e Scan Forms
Digitize Registration applications
and correspondence
e Secure Registrants
List Court Ordered and Standard
Secure voters of any status
UOCAVA Voters
List UOCAVA voters of any status

Add Registrant
sage Board ©
1 Federal Only Registrants
Process Returned Notices 5
Purge Registrants 4
‘ Scan Forms Registered Voters with no Precinct Split

Secure Registrants

¢ Advanced Search ﬁ Voter Registration » Election Management

Search by Voter, address, Precinct,

voting history Advanced Search

M
e Advanced Search Log STOREY Advanced Search Log
View any user’s search results o & T: Ballot Search
* Ballot Search Registrant Record Views

Ballot-specific search criteria
¢ Registrant Record Views
Audit of voter record access
o Reports
Canned reports and Report Builder

‘ Reports ‘egistrants - In
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Ballot Question Types

Ballot Return

Ballot Set Up

Candidate Lot Draw Ordering

STOREY

¢

Candidate Search
Election Status by County = |
Elections ™

Office Search
Office/Incumbent Management
Outbound Ballot Processing
Polling Locations 4

Post Voting History

Provisional Ballots

Results File Upload History
Results Regenerated History
Returns
Returns Administration

Schedule Contests

Vendor Tabulator Export

BNFome

EB Mass Updates

g Notices

4y Responses
1~ Activity

Y= Job Queue

Calendar

‘ Voter Registration ¥ Reports ¥ Election Management ~ | County Utilities » | Help ~ L]

Agency Records Search
Ballot Import/Export Options

County Office Information SNESE County Ofiee nformaten
. Iy County Settings
Cou nty Settlngs 4 o Possible Duplicate Regijstrants - In C District Assignment
District Assignments Disticts
D|Str|CtS [ 5 ] Possible Duplicate Registrants - Qut Import File
. BB NcoA&ERIC Job Log
Im pO I't Fl | e 4 ﬁ o Same Day Registration - Update Messages
JOb Log e . o NCOA Process
M essages 4 E P—— o Third Party Registration - Provisional Notice Management
N COA Process B Nt (1] Undeliverable Notice NVRE Process
otices - e
Notice Management e
# Rosponses Voter Responded to Notice Frecinet Spits
NVRC Process o 2 & Print Gustom Label
Pet|t|0ns 4 [~ Activity _ TotalAddress
. . (1] Pending Under 18
Preclnct Spllts Undeliverable Notice Return

Y= Job Queue

Print Custom Label
TotalAddress

Undeliverable Notice Return
User Roles/Permissions
Users

Voter Registration Agents4
Agents, Forms, Organizations

-
Calendar

Ballot Question Types
Message B
Ballot Return

© Tasks Ballot Set Up

Candidate Lot Draw Ordering

Possi Candidate Search

Election Status by County
Possi Elections

Office Search
Same

Outbound Ballot Processing

Polling Locations

Post Voting History
Unde

Provisional Ballots

Results File Upload History
Voter
Results Regenerated History

Returns

(1] Pend
Returns Administration
Schedule Contests

Registration b vendor Tabulator Export

Message Board @

Registration by Status

Registration by Status

Office/Incumbent Management

ﬁ Voter Registration ¥ Reports ¥ | Election Manggement ¥ | County Utilities ¥ Help ¥ LAS

y Matches

ounty Matches

Registrants by Age

Agency Records Search

Ballot Import/Expart Options

User Roles/Permissions

Users

Voter Registration Agents »



Note: LAST NAME, FIRST field searches the county for matching records while Barcode
or ID field searches state-wide.
Enter the first few letters of a name

VREMS Project Team ~

(last or first) or enter a birthdate in STOREY
MM/DD/YYYY format in the LAST County Admin
NAME, FIRST field to see a list of

potential matches in the county.

LAST NAME, FIRST Barcode or ID &

Enter a voter's Registrant ID number

VREMS Project Team ~

or ballot number in the Barcode or ID STOREY
field to search state-wide. County Admin
Click the sunshine icon # to toggle l
between light and dark display modes. ‘

LAST NAME, FIRST Barcode or ID &

Some Sidebar items may not be displayed depending on the user’s profile and
permissions.

L] TaSkS i oUCLAS \ Message Board © Recently Viewed Records
o NCOA & ERIC ° [ Tasks
e Forms —

€  Registored Voters with no Frecint Spiit

e Mass Updates | © s

. NOtICeS Hi T Pessible Duplicate Registrants - In County_Matches

o Resppnses . BRI | @ oo scicon tosmint o oty bitors

e Activity (not implemented) 8 e o0 D e,

e Job Queue © s

° Calend ar "2 e Registration by Status Registrants by Age New Regi

Registration by Status Registrants by Age

To minimize the Sidebar, click the left B ot ‘V’ : |
arrow below the county name. ‘

[ Message Board ©

See list in ' o 5 Tasks |
B Tasks | s
Tasks.
‘ 2] Regiztersd Vobers with no Precinct Solit
[=-- J5
| M ncosserc ©

Resicencs Addreszas o Verdy

B €  Possbla Duplicate Regisirants - In Courty Matches
orns
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In-state and cross-state NCOA change
of address matches, deceased
records from the Social Security
Administration death index, and
matches to voters from other state
DMV and voter registration records
via ERIC.

Voter Registration forms scanned and
batched for processing using Voter
Registration > Scan Forms.

Used to process large groups of voter
records.

Unsent Notices

List maintenance and ballot
processing tasks trigger processes
that create Tasks in the Task queue.
See Appendix: Notices.

Message Board @ E Recently Viewet

CARSON CITY
° E NCOA & ERIC
a NEOA In Slate Revlew
2 Tasks
-
& Foms ©  ERICIn-Sials Review

BB mass upaates
Registration by Status Registrants by Age

B monces A
Registration by Status

) Responses ‘

I activity

Registrants by Age

o

$5  Job Gueae

) Vol Regsiraton = Reporis = Elecion Managemen! = Gounty Utliles = Help = LAST NAE, FRsT F—— e
Message Board @ @ Recently Viewed Records
oousLAS
o 3 Forms to be Processed

S masks

[T Date Added ‘Scanned By Batch Number Date Locked Locked By At
Tr1E/2004 35828 PM Repra Rachal VOT24200-012
BB Mass Vodaies
B nouce:
B Message Board © Recently Viewed Records
DOUGLAS
° 1 Mass Updates
G s Upste . Precined Spll Ghange Teeniz All w
= msks
B ncoarenc Registrant Resident Date
D Name Rddress city zip  Dos Status StsusRessen  County  Addes
B roms
267075 Abramoviz, AOGRIDGE  STATELINE 60440 QQIUHN067 CANCELLED MOVEDOUT — DOUGLAS OLON202
ledlan  CIUBDR OF COUNTY
—
B Hotioes b
3324030 Adams, 80 CHAPEL GARDNERVILLE  BS400 0770411057 ACTIVE ACTIVE DOUGLAS  D4/19/202
® = LsaAm  GT
&l Message Board @ & Recently Viewed Records
DOUGLAS
° & Unsent Notices
©  Uecesses Gootomston Notee [ vt | i | wtnics s [ osv [ vy |
= Tasks
o | © e o ] P [ s
B o PREr— ks san | v | e
BB masss updates
©  Conndentsl Contrmaion Notice Mk as Sent m
* Respenses
P I @ O EI e
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Notices returned by voters that have
been scanned into TotalVote using

Voter Registration > Scan Forms

appear in the Responses queue for

review and processing.

A “container” that holds
background processes for
large reports and resource-

intensive system functions.

Jobs are grouped by type:
Load Ballots

Create Mailing Batch
Mark Pending as Sent
Notice CSV Export

Report Builder Report
Create Labels

Generate ePulse Files

Generate ePulse Signature File

Run large reports

1B Scan Form

Form Type

[ ] e

Scan Image(s)

Select Language

English

Select Scanner | ~ |

Show Scanner Settings on Scan [
Color Mode

OBawW

Gray

Calar
Pages Per Image |1
Attachment Notes

| Scan Image | Load Images.

R~
g
g

= © Job Queue
—
o Load Ballots
Calendar
(7] Create Mailing Batch
State Create Details

Finished  Mail - In State (English)

Finished  Mail - Out Of State (Overseas Military)

(Engiish)

Finished Mail - Out Of State (Overseas US

Citizen) (English)

Finished  Mail - Out Of State (Domestic Military)

(English)

Finished  Mail - In State (Overseas US Citizen)

(English)

Finished  Mail - Out Of State (English)

Finished Mail - In State (Domestic Miltary)

(English)

Mark Pending as Sent

Notice CSV Export
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Create Date

6/27/2024 2:38:03
PM

6127/2024
10:13:28 AM

6127/2024
10:13:18 AM

612712024
10:13:03AM

6/27/2024
10:12:48 AM

62712024 9:59:47
AM

6/27/2024 9:56:17

Created By Last Updated

Amy
Burgans

Amy
Burgans

Amy
Burgans

Amy
Burgans

Amy
Burgans

Amy
Burgans

Amy
Burgans

6/27/2024 2:38:13

602712024
10:13:28 AM

602712024
10:13:18AM

602712024
10:13:03AM

6/27/2024
10:12:48 AM

6/27/2024 9:59:48
AM

6/27/2024 9:56:17
AM

-

[]

]

s 1
2
@

5
2

1107 of 7 shown
10



e State: Status of each job

e Last Updated: The time a job
was last updated.

e Actions: Option to View,
Download, Remove, Delete,
depending on job.

When the job is complete, access
the results in the Job Queue:

e [View] - reports

e [Download] - file exports

e [Remove] — canceled voters

e [Delete] —after downloading
Click to expand a Queue. Displays
scheduled reports or jobs and
resulting download when available.

When a job in the queue is complete,
TotalVote sends an email notification
to the user that launched the process.
NOTE: Users see only their own
reports or exports.

Voter registration and election-related
dates added by state and county
admins.

Job Queue States

Enqueued Pending

Processing | Currently running

Finished Successfully completed
A job with the same parameters is
currently running.

_ A user launched the same process

Duplicate more than once (e.g., clicking twice
on [Generate gPulse Files]).
Duplicate jobs are skipped in the
queue.
Did not complete successfully.

Error

Go to County Utilities > Job Log for
error reason.

b ey o Calendar

21

28
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noreply@totalvote.com
Report Builder Report Finished
WARNING - This email originated from outside the State of Nevada. Exercise caution when openil

g7 oo B Even
‘ Toe wed b ¢ Tuesday, July 23, 2024
1 2 3 4 5. 6 Event Sub
=== Des
8 9 10 " 12 13
=== e
15 16 17 18 19 20 =
T —
Tuesday, July 23, 2024
22 23 24 25 26 27
==
29 30 31
Lomige Share this window



Messages posted by county
administrators are visible to all users
within that same county.

Messages posted by state
administrators are visible to all state
and county users.

The six most recently viewed records
and their registration status.

Status Explanation
o Active Meets all requirements
Registration pending. Eligible
o Active-Pending | to vote with ID and/or proof of
residence.
» Not qualified
» Voter request
o Cancelled / » Deceased
Challenged » Challenged by another
voter in the precinct.
Record cancelled by merge
o Merged with duplicate
» Not qualified
o Void » Dataentry er.ror
» Returned mail
» No response to letter
» Incomplete application
Pending » Under review
» Under 18 (P17)
» 33-day process
Inactive » Failure to Vote
» Undeliverable

[£) Message Board @

DOUGLAS

o

& TotalVote Training this Week!
VREMS Project Team - 7/23/2024 1:41:31 PM

Sign up now for TotalVote in-person training in Carson

City. You can also participate via Zoom

& Office Hours Availability

Massih Orfanian - 12/21/2023 4:35:51 PM

M nNcoasERIC
B Foms
B Mass updates
E Notices

4 Responses

E]Recently Viewed Records

*

] |
R ANT ID
COUNTY: STOREY

)OB W ace PARTY: REP

Il A e |
R ANT ID
C STOREY

PARTY: REP
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DOB.

Office hours are available to all users 3PM - 3:30PM
PST every day except Thursdays.

Add Message

STOREY
AGE PARTY. NON

H e n
STRANT ID: H E
TY: STOREY
AGE: IWMIPARTY: NON




Daily/Routine tasks generated by one ) = Vessooe Bord © & Recenly Viewsd Records
of four trigger types: o BZ
» TotalVote background

B ° e '

processes, e.g., duplicate & 0 msssanes .

identification, age change 8| @ commmmmenmeme e ,

» Poll Pad registrations during B | @ eosksa esura s com e .

an election 8 o s, . .

» Automated data feeds from | i

DMV, NOVA, NCOA, ERIC, etc. k- o e i

» Voter Registration actions = o .
-]

See Appendix: Tasks. @t '

Visual representations of the county’s ey 2 Fegtans b Ao (R

Registration by Status Registrante by Age New Registrant Records

voter registration statistics.

» Registrations by Status " e"c |_| . [ I” ¥

» Registrants by Age

RS e IR [T —
i 43,071 CANCELLED INACTIVE. . . 2171 5211 2268
» New Registrants by Year - a5 5at0 ‘ - -
39,523 2414
g y _ R mmsn e mmen e
ol S22 8409 0B N mmmm mmmm
469 10 — 7584 — 0504 o5+
o0 b 6,331 1760 179 3623 3,874 3.168
: -2
1,523

o
BFre Tetlvore
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Processing Voter Signature Cards

As part of the TotalVote rollout, the Secretary of State had new Voter Signature Cards
sent to every registered voter in the state. This document covers the steps necessary
to process those cards, making the signatures available in TotalVote for ballot
signature verification.

From the Navigation Bar, select
Voter Registration > scan Forms ﬁ Reports = Election Managsmen: ~  County Utltes ~ Help ~

Acd Registrant
& Board ©
Federal Only Registrants

Fossiblz Duplicate Registrants iages to di5p|ay
Mrocess Returned Netices

Purgs Registrants +

| —

Secure Regisirants

L LOCAVA Voters

Click into the Form Type field and
scroll to the bottom of the list to orm Trpe ‘

select Signature Update Form -

Candidale Delwalion

Card. otee tespanse

Court Orderec
Mail Ralln® Fravelope

Vuler Reguss|

Signature pcate Fom Card h

T OHswW

Grav

If a scanner has already beensetup | Fom ™

Signalure Updale Farm Gard

in TotalVote, the scanner will be ——

| -

listed in Select Scanner. Selsct Languags
English
Select Scannef |CanoScan LIDE 400 | -
If the scanner has not been set up S e ——— |
Culor Mude
in TotalVote, contact the VREMS OBaw
. Gray L
Help Desk for assistance. Coor )
Pages Per Image [1 v |
With the scanner selected, click Artachment Notzs
[Scan Imagel]. “
e
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If this is the first scan of that
Form Type, drag a rectangle
around the signature area.

Additional options appear under
@ Edit Image if a signature area
has been selected.

Click [Specify Default
Signature Area for Form

Typel.

Freview Mode 1X1 v

VD S5tz

Click [Scan Image] to keep
scanning until you've completed
the batch. The counter increments
with each scan.

Click [Process] to create a batch.

[ Show Image Edilor

Rotate Hight -
Remove Selecled
|

Preview Mode [1X1 v |

The system displays
@ Upload(s) successful and
provides a Batch number.

To print a label for the batch, click
Print Batch Label and follow the
prompts to print a label.

Click [OK].

Uplead(s) successful. Batch: SIG-24276-0085

Print Ba aoszl
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Attaching Scanned Cards to Voter Profiles
Cards scanned through Scan Forms land in the Forms queue for processing.

From the TotalVote Dashboard, select é e e e e
. Forms on the left task bar. - R p—

B noenzie | Iegistration oy Slas Registan:s by Age New Registrant Recocs.
Select the Forms to be Processed - ‘ A“"A R
Signature Update Form Card queue. == = I

. [ Message Board © @ Racally Vewed Records
A . . ° [ Ferms In wa Processad

Each scanned card is anitem inthe = R ——— :
queue. Select one and click o e .
[Process]. ——— |

.3 e R Ry El ly Ll ey ]

Animage of the form is displayed.

Enter the Voter ID No. from the form
into the Registrant ID search field -

and click [Search].

ARy a
LUGT

=how signeturss in results

=M

The matching profile is displayed
at the bottom of the screen.

Confirm basic details and click
[Link Attachment to Voter].
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TotalVote displays @
Attachment successfully
attached to voter.

Attachment successfully attached fo voter

Click [OK]. &

The voter's prof”e is d|sp|ayed © vaidetons 3 Voting Hietery B Aoty _I A Conmapordercs | 3 Balotlofo

.
Note that the Signature Update Bt | e Dk

Form Card can now be viewed in e
the prof”e On the @ AttaChmentS .l:ﬁclimnll\mi AttacamentNotes  Date Crested  Added By County @aichNurber Actione

ta b . Signatue Uplale Torn Garg 1012i2024 VREMS Piujeui Team ELKO  SI0-24270-005 E n

Note that the newly scanned O —
signature is displayed as the L e Semmen  Gun g R 8 e
default. : v |

Source OF Regisiraton OMLINE Huw Reyislesd ELEGTRChIC

Eligibilits Dtz LLgt. 12} ongiral Registration Date 077172024

Click the % Home icon to
return to the TotalVote
Dashboard.

Select the B Forms queue to
continue processing Signature
Cards.
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Deceased Confirmation Notice

Moved out of Jurisdiction

AVR - Missing Signature

Missing Signature

Cancel Confirmation

Citizenship Box Marked No

Citizenship Box Not Checked

Felony Notice

Confidential Confirmation Notice

Voter ID Cards

Homeless

Confirmation Notice

Missing ID

Missing Party

Special Status Notice

P17 Notice

Special Status Notice

Residence Invalid

Voter Notification Card

State MB Signature Challenge

Nevada Mail Ballot Missing ID Affidavit
Nevada Mail Ballot Signature Cure Affidavit
Nevada Voter Signature Cure Instructions
Nevada UOCAVA Missing Unsigned Declaration
Multiple Incomplete Notice

Address Confirmation

Secured Voter Confirmation Notice

Deceased

Failure to Timely Respond to Notice

Pending Under 18 (P17 status registrants)

Possible Duplicate Registrants — In County Matches
Possible Duplicate Registrants - Out of County Matches
Registered Voters with no Precinct Split

Residence Addresses to Verify

Third Party Registration — Manual Processing
(DMV, NOVA and other agency registrations)

SDRU Initial

Same Day Registration — Update

(Poll Pad SDRU registrations)

Third Party Registration — Provisionals

(Poll Pad SDR Provisional)

Voter Responded to Notice
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County Daily and Monthly Task Overview
This document lists the most common tasks that counties will handle through
TotalVote and identifies the TotalVote menu/function used to complete those tasks.
Links to helpful documents available in the NevadaVote KB are included.

Daily/Frequent Tasks

Update voter profiles in TotalVote using information from NevVoter reports:
DMV Unmatched Report

Duplicate Report

Ineligible Voters Report

Validation Errors Report

Vital Statistics Report -Deceased (see Processing Deceased Notices)
NOVA Cancellation Requests s

e Third Party Registrations (NOVA/AVR/DMV) o

(Processing AVR and NOVA Registrations)

e Possible Duplicates
e Voter Responded to Notice

B ncoazERIC

ﬁ Forms
e NCOA In-State Review
e NCOA Cross-State Review BB Mass Updates
e ERIC In-State Review S
e ERIC Cross-State Review B notces

ﬁ _Responses
e Voter Registration > Scan Forms L Activity

o Federal Post Card Application

o Voter Registration Application

o Opt Out Mail Ballot

o Address Verification / NCOA Address Verification Notice
e Forms > Forms to be Processed (from Scanned Forms)
e Voter Registration > Process Returned Notices (see Processing Returned

Notices)

o Undeliverable

o Voter Responded

Y= _Job Queue

ke
Calendar
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https://nv.sharepoint.com/:b:/r/sites/SOSElectionsNevadaTotalVote/Shared%20Documents/TotalVote/Voter%20Registration/Processing-a-Deceased-Notice_v5.pdf?csf=1&web=1&e=qKvsRA
https://nv.sharepoint.com/:b:/r/sites/SOSElectionsNevadaTotalVote/Shared%20Documents/TotalVote/Voter%20Registration/Processing-AVR-and-NOVA-applications_v3.pdf?csf=1&web=1&e=xeKbdd
https://nv.sharepoint.com/:b:/r/sites/SOSElectionsNevadaTotalVote/Shared%20Documents/TotalVote/Notice%20Management/Processing-Returned-Notices_v1-kb.pdf?csf=1&web=1&e=ostiGF
https://nv.sharepoint.com/:b:/r/sites/SOSElectionsNevadaTotalVote/Shared%20Documents/TotalVote/Notice%20Management/Processing-Returned-Notices_v1-kb.pdf?csf=1&web=1&e=ostiGF

see Processing and Sending Unsent Notices
Voter Notification
Address Confirmation
Missing VRA Notices (ID, DOB, Party, signature, etc.)
P17 Notice
Failure to Vote
Special Status/Renewal Notice (UOCAVA)
Confidential Confirmation (Managing Protected Voters)
Moved Out of Jurisdiction

e Create Mailing batch
Report Builder Reports

Monthly/Infrequent Tasks

Managing Addresses in TotalVote

Adding/updating addresses
e Entering/updating commercial addresses

Stats Report (IPSwitch)
Opt-Out Mail Ballot Preferences
Precinct Level Reporting

Public Information Request

e Failed ID Check
e Inactive
e Invalid Address

e Felony
e Declared Incompetent
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https://nv.sharepoint.com/:b:/r/sites/SOSElectionsNevadaTotalVote/Shared%20Documents/TotalVote/Notice%20Management/Processing-and-Sending-Unsent-Notices_v2-kb.pdf?csf=1&web=1&e=NoleoM
https://nv.sharepoint.com/:b:/r/sites/SOSElectionsNevadaTotalVote/Shared%20Documents/TotalVote/Voter%20Registration/Managing-Protected-Voters_v11.pdf?csf=1&web=1&e=UlTb8T
https://nv.sharepoint.com/:b:/r/sites/SOSElectionsNevadaTotalVote/Shared%20Documents/TotalVote/TotalAddress/Managing-Addresses_v4_County.pdf?csf=1&web=1&e=mzBS72

Setting Up Notices
This document describes how to set up Notices using existing templates.

Note: The County Seal and Clerk Signature image files must be uploaded to image
manager (see Setting Up County Information) to complete this process.

From the Navigation bar, select
County Utilities > Notice
Management.

Click on the County name and
scroll up to select MASTER.

County: DOUGLAS “« 4 B I Uw x ¢ Fomat ~  Fonthame v FoniSize
Notice ™ I : ol EEEE Eeaa El Eismia) s8] =E) =)
Templates: CHURCHILL
N CLARK
Language: ‘ DOUGLAS
ELKO
Emailaniy | ESMERALDA
Notice: FUREKA
o HUMBOLDT
TextMessage | | nee
Qniy: LINCOLN
LYON
Size:
Notioe Size: MINERAL
. NYE
Name: PERSHING
. | stomey
Descrption WASHOE

WHITE PINE
Rt

e
Requestest

Click into the Notice Templates:

field and select from the list of ;:1:_, Se v e ;
master templates. D I ~ —

Text Message
Qnly

Notice Size: Ballot Missing ID Afidavit
Ballot Sinature Cure Afidasit

Scroll to the bottom of the Por e s )
template setup screen and select T
[Create County Version]. et o
Right: 1)
Code Hook: 39
Linked to Moved Out Of Jurisdiction b
Master:
Save
Duplicate
Create County Version f—
Print Preview ‘ O show notice borders
PDF Preview ‘ O show notice borders
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The County: field now displays the

Linked to Moved Qut Of Jurisdiction

county name and Notice Masier: 1

Templates: displays the template | save -

name' D::i:jte

Scroll to the bottom and [Save]. Deite

Note: The Code Hook shouldbe | 7o 2

displayed. If no Code Hook is

displayed, contact the VREMS Help

Desk for assistance.

From the Navigation bar, select A emomn o g [ o E

& Recently Viewed Records.

County Utilities > Notice S
Management.

Click into the Notice Templates
dropdown list and select one of the
existing notices.

Mame:
Desafiotion: *
service
Requested
Response,
Requirsd:

The Notice is displayed with

several merge fields already set RO , .
:m‘”.’ Canfrmation Notios O ===mm EEST o B PAYTE REE 3 F @ 8
up. oo g are
Emalkonty . = LREG‘E\RANLHRS\,VN‘JH‘WEG\S\RANLLAELN!«MH
Delete the placeholder County el T
Text Message
Seal.
ea Netice Size: Lotter -85 11 1
Name: * Confirmaticn Notioe
Place the cursor where the county = D e G )

seal belongs and click the K ovEsamEE33 wo E BABE @80 o6[gle -
Images icon. [DATE)
Note that when you hover over the [BID BARCODES]
icon, the Images label is displayed.

[REGISTRANT_FIRST_NAME] [REGISTRANT_LAST_NAME]
[REGISTRANT_MAIL_ADDRESS]
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The Image Manager opens with

the image focus on [Select Image].

Open the Select Directory:
dropdown and choose Images.

Scroll to the bottom of the list to
find the images most recently
uploaded.

Select the County Seal and click

the @ eye icon to view it.

Click [Copy] to copy the image to
the clipboard and then close the
Image Manager by clicking ¥ in the
upper right corner.

With your cursor in position in the
notice template, use [Ctrl]-[V] to
paste the image from the
clipboard.

ImagiManager

I Select Image  Add Image

Select Directory: Al

Image Manager

Selectimage ~ Add Image

Select Directory:  Images
Height:  Width: .
152 150 Resize Reset Copy
o
£ | grw |
g /G\Jéu;m/
2
: ages >
)
Tres.ong mages ou
brella.png Images oW
mages o®
ages. oW
Image Manager El
Seleat Direclory:  Images
Height: idih:

wwwww

wwwww

152 150 Resize

County: ELKO

Motee Cenfirmation Nelive
Templates:

Language English

Previous Curent

Versions:

Emallonly

Mot

Text Message
onl

Notice Size:

78

i Notice Management

EGISTRANT_FIRST_NAME] [REGISTRANT_LAST_NAME]
CGISTRANT_MAIL_ADDRESS]
ECISTRANT MAIL CITY], [REGISTRANT MAIL_STATE] [RECISTRANT MAIL_ZIP]

4 B2 v ForiNeme v FomiSas
Oy EESE EFfEe e B HESE B S8 0w
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Scroll to the bottom and [Save].
Note: Code Hook and Linked to
information should be visible for
templates that generate automatic
notices. Contact the VREMS Help
Desk if Code Hook and Linked to
are blank for a Confirmation
Notice.

Open the notice again to make any
formatting or text updates.

If you have access to existing
notice text, copy and paste the text
into the body of the Notice
message.

To add additional merge fields to
the notice, select the I Fields icon.

The Field Manager screen is
displayed. Open the

Select Directory: dropdown and
select Fields.

Scroll through the list and click the
@ view icon to view the field.

Cage Heok: 2

Linkes 1o Gonfimation Notice

Duplicate
Deiee

Print Preview Shaw natice barders

PDF Preview  Shaw notie barders

Frrprreeset IMPORTANT ELECTION MATERIAL **xsreee
First Notice
Dear [REGISTRANT _FIRST_NAME] [REGISTRANT LAST NAME]:
Do you still live at [REGISTRANT_RES_ADDRESS]. [REGISTRANT_RES_CITY] [REGISTRANT_RES_ZIP]?
Recently, our affice received information that your registration address may na longer be current.
® if you are still a resident of Elko County and wish to remain an active registered voter, please complete the form on the
reverse side of this letter with your current residence and mailing address within thirty (30) days. You may also update your

information at: www RegisterToVioteNV.gov

* if you have moved out of Eika County, mark the proper box on the reverse side of this letter, sign and date the form, and
return it to our office as soon as possible.

You must return this notice within thirty (30) days or you will be moved to Inactive status voters list. You may still confirm your
residential address by

1. completing and returning this confirmation notice, or
2. confirming your registration information at www.RegisterToVoteNV.gov

If you have any questions or concerns, please feel free to contact the [REGISTRANT_COUNTY] County Clerk
at [COUNTY_OFFICIAL_PHONE]

B Notice Management

Gaunty: ELkO o B T U x @ | Pagmgh v FoiName v FomSize v A v

Notice Canfimatlon Notice 0 rs3ss EEEE wo B BEHS ® @ = Y m @

Templates: -
o

Language: F— 1

Previous Current

Versions:

Emal-only
Nai

srerer PORTANT ELECTION MATERIAL ™ e

Only. First Notice

7| sections
1 omer
Archive

Field Manager

Select Directory:  Fields

[REGISTRANT_FULL_RES_ADDRESS]
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Click [Copy] to copy the field to the
clipboard.

Close the Image Manager by
clicking ¥ in the upper right corner.

With your cursor in position in the
notice document, use [Ctrl]-[V] to
paste the field from the clipboard.

Scroll to the bottom and [Save].
Note: Code Hook and Linked to
information should be visible for
templates that generate automatic
notices. Contact the VREMS Help
Desk if Code Hook and Linked to
are blank.

Field Manager

Selact Direciory:

County: ELKO

Nolice Confirmalion Nelice
Templates:

Language: English

Pre o

Versh

Email-only

Notice:

Test Messag

Only

Notice Si Letter - 8.5 11

Print Previsw

PDF Preview
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Code Hook Reference

This document identifies the connection between specific Voter and Ballot Statuses,
and the associated business rules-related code hooks that generate Notices.

Voter Status selections and Status Reasons trigger specific Notices based on the
associated Code Hooks. Notices without Code Hooks can be sent manually.

Voter Status > Status Reason Master Notice Template ﬁzgi
Add Registrant > Active Voter Notification Card 26
Active > 33 Day Process Address Confirmation 35
> Incomplete > Missing DOB Missing Date of Birth 21
> Incomplete > Missing Signature Missing Signature 20
> Incomplete > Missing ID Missing ID 22
> Incomplete > Missing Party Missing Party 24
> Incomplete > Missing two or more | Multiple Incomplete Notice 41
of the following:
e Signature
e DOB
e ID
e HAVA
e Party
> Incomplete > Missing Physical Missing Residence Address 23
Address
> Incomplete > Citizen Marked No Citizenship Box Marked No 43
>Under 18 P17 Notice 37
Cancelled > Voter Request Cancel Confirmation 36
Cancelled > Deceased Deceased Confirmation Notice | 5
Active > Failure to Vote Failure To Vote 45
. Code
Voter Status > Status Reason Master Notice Template Hook
UOCAVA [l > (select Type) Special Status Notice 38
Suppression Level Confidential Confirmation 40
e Standard Secure Notice
» Court Ordered
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All Ballot Status reasons that triggered both Nevada Mail Ballot Signature Cure Affidavit
(code hook 46) AND Nevada Voter Signature Cure Instructions (code hook 47) prior to
Go-Live will only trigger the Nevada Mail Ballot Signature Cure Affidavit (code hook 46)

going forward.

Counties should customize the Nevada Mail Ballot Signature Cure Affidavit (code hook

46).

Ballot Status > Status Reason Master Notice Template Code Hook

Rejected > No Signature NV Mail Ballot Signature Cure 46
Affidavit

Rejected > Signature Does Not Match | NV Mail Ballot Signature Cure 46
Affidavit

Rejected > Signature Swap NV Mail Ballot Signature Cure 46
Affidavit

Rejected > No Signature on File NV Mail Ballot Signature Cure 46

Affidavit
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Setting Up County Information
Information contained in the County Profile in TotalVote is used in a variety of system-
generated notices and correspondence. This document describes how to set up the
County Office Information and upload the County Seal and Clerk’s Signature.

From the Navigation bar, select e .
County Utilities > Notice

Management.

Click into the Notice Template

dropdown list and select
Confirmation Notice.

Select the  Images icon. ]

Canfimation Notice

Change the image focus to Image Manager H
[Add Image] and click [Choose
File].

——
Select Image  Add Image [P Se—
| E—

Se|e¢m fectory:  Images

o file chosen W
Navigate to the file to selectitand | @own x
CIle lopen]. N . > Downloads » v C Search Downloads p
Organize ~ New folder ] o
25 Home I Name Date modified Ty I
E] Gallery > Today
| 8| Elko County Seal | — 7/12/2024 1228 PM [y JP
> 3 OneDrive - Persc
&) Becky Signature 7/12/2024 10:48 AM Jp
File name: |Elko County Seal v | Custom Files 7
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With the file name showing, click
[Upload].

After uploading the image, the
system returns to the Image
Manager screen.

Repeat the process to select and

upload the Clerk’s signature image.

After both images have been
uploaded, close the Image
Manager by clicking on i in the
upper right corner.

The Confirmation Notice is again
visible.

Delete the placeholder County
Seal.

With your cursor where the county
seal belongs, click the ll Image
icon.

Note that when you hover over the
icon, the Images label is displayed.

The Image Manager opens with

the image focus on [Select Image].

Open the Select Directory:
dropdown and choose Images.

Image Manager

Selectimage  Add Image

Select Directory:  Images

Choase File [Elko County Sealjpg -
Upload | e

Image Manager

Select Image  Add Image.

Select Directory:  Images

| enoase File | Na file chosen

Upload
Image Manager =]
Select Image  Add Image
Select Directory: Images
Chi Fil [
oose File [Ma file chosen Upload

B Notice Management

County DOUGLAS sl IE
Notice

Templaies
[DATE]

Lanquage: English

Canfirmation Nofioe Qr|==am SEE=

P

k!

Fon Size

FRTE WEE SF @ 8 w

[REGIETRAN_FIRET_NAME] [REGIS TRANT_LAST_NAME]

Emallany [REGISTRANT_MAIL_RDDRESS]

[REGISTRANT_WAIL_CITY], IREGISTRANT_MAIL_STATE] [REGISTRANT_MAIL_ZIP]

Text bessage |
only,

Notice Size: Letter - 8.5% 11

Name: * Confirmation Notos

A B I U as x 3 Paragraph A

O v E = E E iIZ = 2 &
[DATE]

[BID_BARCODES]

[REGISTRANT_FIRST_NAME] [REGISTRANT_LAST_NAME]
[REGISTRANT_MAIL_ADDRESS

| - 1
[REGISTRANT_MAIL_CITY], [REGISTRANT_MAIL_STATE] [REGISTRANT_MAIL_ZIP]

ImagiManager

| Select Image  Add Image

Select Direstory: All
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Scroll to the bottom of the list to
find the images most recently
uploaded.

Select the County Seal and click

the @ eye icon to view it.

Click [Copy] to copy the image to
the clipboard.

Close the Image Manager by
clicking K in the upper right corner.

With your cursor in position in the
notice document, use [Ctrl]-[V] to
paste the image from the
clipboard.

Scroll to the bottom and [Save].
Note: Code Hook and Linked to
information should be visible for
templates that generate automatic
notices. Contact the VREMS Help
Desk if Code Hook and Linked to
are blank.

Image Manager

Select Image ~ Add Image

Select Directory:  Images

Height:  Width: <
152 150 Resize Reset Copy

Pt e
o /G\Jéuidlx
Starpng o i
)
Tres.ong mag ou
apng images oW
nages oW
ages ow
Image Manager
Select Image  Add Image
Select Directory: Images
Helght:  Widlh .
152 150 Resize | Resel cw,.’ f—
&r
Yot
V3
D
O
2
W Notice Management
o ELKQ « 4 B F Ume wm o Pamgraph v FomName =
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ATE]
I pARCoD1S]

EGISTRANT_FIRST_NAME] [REGISTRANT_LAST_NANE]
EGISTRANT_MAIL_ADDRESS]
EGISTRANT WAL CITY], [REGISTRANT MAIL STATE] [REGISTRANT MAIL 7IP]

Print Preview Shaw notice borders

PDF Preview

85




Open the Confirmations notice et IPORTANT ELECTION VATERIAL -++ersssee
again to make formatting or text First Notice

u pd ates Dear [REGISTRANT_FIRST_NAME] [REGISTRANT_LAST_NAME]:

If you have access to existing ‘ , _
Recently, our office received information that your registration address may no longer be current.
CO nfl rm at I 0 n n Ot I Ce d 0 C u m e nt, * If you are still a resident of Elko County and wish to remain an active registered voter. please complete the form on the

. reverse side of this letter with your current residence and mailing address within thirty (30) days. You may also update your
coO py an d p a Ste -th e text | nto th e information at: www.RegisterToVoteNV.gov

* If you have moved out of Elko County, mark the proper box on the reverse side of this letter, sign and date the form, and

body Of the Notice message. return it to our office as soon as possible.

You must return this natice within thirty (30) days or you will be moved to Inactive status voters list. You may still confirm your
fesidential address by

Do you still live at [REGISTRANT_RES_ADDRESS]. [REGISTRANT_RES_CITY] [REGISTRANT RES_ZIP]?

1. completing and returning this confirmation nofice, or
2. confirming your registration information at www.RegisterToVoteNV.gov

If you have any questions or concerns, please feel free to contact the [REGISTRANT_COUNTY] County Clerk
at [COUNTY_OFFICIAL_PHONE]

If all voter and elections correspondence goes out under the Clerk’s name and
signature, update and complete the County Clerk profile already established in
TotalVote.

If some voter or elections correspondence goes out under another official’'s name and
signature, create profiles for each of those officials.

Note: TotalVote uses the last County Official entered as the source for information in
automated Notices. If counties have more than one official to include in TotalVote,
enter the Clerk’s information LAST. Alternatively, counties may opt to enter ONLY the
Clerk’s information at this time.

From the Navigation bar, select o
County Utilities > County Office TotalVote
Information.

The County Office Information
screen appears with a placeholder
entry for the County Clerk.

A  Voler Registration = Reporls = Eleatian Management ~ | County Utiiies ~ | Help = 181 KAME, FIRST Barcode of 1D &

Message Board @

A Recently Viewed Records
ns

O Tasks

From the Cou nty Office 2t County Offica Information
Information screen, select [} Edit]. i oty o

County Position Full Name

cn
> ELKO Gounty Clerk - —

101 0f 1 shown
10
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Enter location and contact
information and [Save].
Essential Fields
(may impact automatic notices):
e First Name
e |astName
e Office Physical Address,
City, State, Zip
e Office Mailing Address
(if applicable)
e UOCAVA Email

Add the County Seal and Clerk
Signature. Click [Choose File].
Navigate to the locate the Seal file
and click to select it. Click [Open].

With Signature and Seal file names
displayed, click [Save].

282 Edit County Official

County
ELKO
Position * Caunty Clark
First Name

REBECCA (BECKY)
Last Name

PLUNKETT

Office Physical Address

550 COURT ST, 3RD FLOOR
city

ELKO
State

Ny

BI&I

Website

hit

Public-Facing Email
bplunkett@elkocountynv.net

UOCAVA Email
election@elkocauntynvnet

UOCAVA Reply To Email

election@elkacountynv.net

Office Mailing Address

Mailing City

Mailing State

Mailing Zip

@ e

Seal
| hoose File [Na file chosen
Glerk Signature

| choose File | o tie chosen
Office Hours

County Website
ELka —
Position *| County Clerk public Facing Emai
First Name 'ublic-Facing Email
REBECCA BECKY} splunkett@elocountynvnet
Last Name UOCAVA Email
PLUNKETT election@elkocountymnet
Office Physical Address UOCAVA Reply To Email
560 COURT ST 3RD FLOOR election@elkocountymnet
city
* ile No file chosen
ELKO
.
4s2 Edit County Official
County Website
e idepartmentsicler php
Position * | County Clerk ~ Publie.Facing Email
First Name 'ublic-Facing Email
REBECCA (BEGKY) bplunketl@elkocounty.net
Last Name UOCAVA Email
PLUNKETT alectiong@elkocountyny net

Office Physical Address
550 COURT 8T, 3RD FLOOR
city
ELKO
State
MY
Office Mailing Address

Malling City
Mailing State
Office Phone

T75-753-4600
Toll-Free Number

87

zip
89801

Mailing Zip

UOCAVA Reply To Emall
tyrnet

Seal
Choose Flle Elko County Sealjpg

Clerk Signature Afp—

Choose File Becky Signature.jpg

Office Fours




42t County Offics Information

From the Navigation bar, select
County Utilities > County Office
Information.

Return to the County Office > oEo came
Information screen by selecting

[® Edit].

Gounty Position Full Name

Confirm the County Seal and Clerk
Signature are displayed. oty

ELKO

Made any additional edits and v

REBECCA (BECKY)

[save] . Last Name

PLUNKETT
Office Physical Address

550 COURT ST, 3RD FLOOR
Gity

ELKO
State Zip

NV 89801
Office Mailing Address

282 Edit County Official

Mailing Clty
Mailing State Mailing Zip
Office Phone
775-753-4600
Toll-Free Number

Fax

TDD

Add New County Official

W Dalete @ Edit |EFS

1121 of 1 shown
0

Website

Public-Facing Email
bplunketi@elkocountynv.net

UQCAVA Email
election@elkocountymvnet

UOGAVA Reply To Email
election@elkocountymv.net

Seal

@ Delete Seal

Clerk Signature

Cobgeco Punke

@ Delete Seal

Office Hours
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Processing Third Party Applications

Voter registrations that are submitted somewhere other than a county elections office
are considered Third Party registrations. Examples include applications submitted
online through Nevada Online Voter Access system (NOVA), automatically through DMV
as part of driver licensing, and through other Nevada agencies.

This document describes how to process Third Party Applications and associated voter

notifications in TotalVote.

Registration applications and updates submitted through NOVA, DMA and other Nevada

agencies are transferred into TotalVote multiple times
throughout the day.

New applications and registration updates that include
all legally required information are processed
automatically. Their status in TotalVote is Active-Active
and Voter Notification Cards are triggered
automatically. Counties process the resulting Voter
Notification Cards from the Notifications queue.

Registrations that do not meet all of requirements start
in the Third-Party Registration — Manual Processing
queue where the county determines the voter status
and generates applicable notice(s) indicating what
details the registrant must provide to complete the
registration process.

Counties will have different steps to respond to Third
Party queue applications depending on whether the
registrant is a new or existing voter, and if a Political
Party is selected.

Criteria for Automatic
Processing

Registrations that include the
following information are
passed directly into TotalVote in
Active-Active status:

4
4
4

Full name
Date of Birth

NV DL or NV ID or SSN
validated against DMV
data

Residential Address
confirmed by
TotalAddress

Signature
US citizenship - Yes
18 years of age or older

Once processed in TotalVote, the information is available in NOVA beginning the

following day.
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Voter Registration applications that include all required information are processed
automatically in TotalVote and are designated Active-Active status voters.

e New applications and updated registrations with a designated Political Party
trigger a Voter Notification Card.

e New applications with no designated Political Party are set to No Political Party
and trigger a Voter Notification Card and a Missing Party Notice.

e Registration updates where Political Party was left blank retain the party
designation from the most recent registration and trigger a Voter Notification
Card.

Auditing Registration Activity for ways to create an audit trail for automatically processed
registrations.

Voter registration applications missing required information are assigned to the Third-
Party Registration — Manual Processing queue for county processing.

To create an audit trail for manually processed registrations, export a list of registrants
in each Task Queue before processing. Queues are updated frequently. To be useful, a
Task queue should be exported immediately before processing the voters in that queue.

From the Totalvote Dashboard, @ Message Board @ B Recently Viewed Records
choose Tasks > (Task Queue o T—
Name). em - _

Click ¥ in the upper right corner of R —— .
each Task queue. - (g

Status
Name Residont Address city Zip  DOB Status  Reason Dato Added Sourca ‘

1452 Lamaille Hivy Elka B9E15 0102001 Pending Fending THE2024 Agency  Review
Daisy Gounty 81510 PM

755 County Ln Lamolle  B9828 06102001 Pending  Pending THER024 Agency  Revlew
Amela 81651 P

E

To view the file, locate it in the . — T
Downloads folder and double click == “omnl | b’ s e o
to open it. sounson MNDEN | o475 24000 Penang
Consider renaming the export file

to include the date and a sequence

(if exported more than once/day),

e.g., 2024-09-03_third-party_01.

Status Rea Date Added Source Type
g 7/16/202420:15 Agency  Review
g 7/16/202420:16 Agency  Review

ng  7/16/202422:13 Agency  Review
g 7/16/202422:42 NOVA  Review

ending  7/16/202422:42 NOVA  Review

oo s w
g5 g
SR
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Select Tasks > Third Party

Registration — Manual Processing.

Click [Process] to open the first
registration.
Or [Process Next].

The Add Registrant — Third Party
Issuance screen appears with a
Registration Image to the left
containing information from the
registrant’'s DMV/Online
registration.

Note: If two users attempt to
process the same registration, the
system warns, “This item is
checked out by [username]. Do you
want to process this application
anyway?”

Before updating any fields, scroll
to the bottom and [Run All Checks
]

If Duplicate Check locates a
suspected match, the system
returns Duplicate Record Matches
Found.

Review the information in the
proposed duplicate record and

S8 Match B4 No Match §

nnnnnnnn

icate Record Matches Found

91

Application Info

SEN4 Dateorgin Plsce O
;s 0102001 O Richland
3

& Signature

W At

Verification Checks

Add Registrant
‘Third Party Issuance

>
LS| Fun Al Checks >
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After reconciling any duplicates,
scroll to the top and
confirm/correct all dates.

Confirm the Residence Address is
and shows a Precinct
Split.

If the profile shows Residence
Address Unverified, confirm the
address does not have a typo and
is within the county.

If the residence is within the
county, re-type the street address
into the Address field, pausing as
the system lists address matches.
Select the standardized address.
The profile will show Residence

Address [NETEE.

If the residence is not within the
county, return to the Task Queue,
click [Transfer], select the correct
county from the list, and
[Transfer].

© Confirm a Political Party is
listed.

If no party was identified and the
voter is a new registrant, the
record will show Other > RLB in
Political Party.

Change the party to No Political
Party and send the voter a Missing
Party notice.

® If all legally required information
has been provided, set the
Registration Status to ACTIVE and
Status Reason to ACTIVE.

® If the application was signed,
toggle Document is Signed to [
On.

Q Residence Addres‘—

OFF  Statewide Search @

N + Non-Standard Address

Address Unit Type Unit#  City State

1452 LAMOILLE H Elko County NV
Zip County Precinct Split
89815 ELKO ~ 26.00 v e

+ Mailing Address ‘ + Seasonal Address ‘ + Previous Registration Info

Contact Info _ — Collapse
Home Phone Alternate Phone Fax Number
(741) 289-8553 OFF OFF
Mobile Mabile
L] L]
Email Alternate Email

email@email.com

orf UOCAVA @
) Responses o
I Bty
- Rosidont Stats
- Name Address City Zip DoB Status  Reason Dats Added ~ Source  Typs Actions
B Calendar [ ] SPARKS 89641 DINIT9ET  Fending Pending 5072024 agency Review [
anzsenn
—
GosnCly ES0G DUINOD Fendm Pendng  BIDUZ Ageroy Fewew
7aa57 P0
[ ] CARSONCITY 80706 021177986 Pending Pending  6/147202¢ Agency  Review
- 9:14:02 AN

Other l o

Suppression Level Political Party Party Since Date Communication Preference
No Restrictions v Republican v 07/16/2024 m} v
oFF oFF

OFF  Federal-Only Email Gommunication Opt- SMS Communication Opt-

Out Out

Office Use Only

Original Registration Date 3 Eligibility Date
07/16/2024 [m]

Source of Registration

07/16/2024 [m] NOVA v

How Registered
Electronic v

Effective Date Of Change 2 Registration Status Assistance Needed

07/16/2024 m] ACTIVE v

Registration Status Reason

SAME DAY RE( v ~

| 33 DAY PROCESS e
dp—
Accessible Ballot Language Preference
h English ~ FAILURE TO VOTE
NCOA

SAME DAY REGISTRATION

OFF OFF OFF
OFF  Election Worker

Alternative 1D Verified Election Worker Interest Election/Ballot Interest

OFf

Bilingual Interpreter
oFf  |d Required

| +Note |

a Document Is Signed
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Click [Run All Checks N] Vorificaion Ghecks

Address any deficiencies identified Verification Checks
and [Run All Checks ] again.

After all checks pass, click

[Add Registrant] or

Duplicate Check =

eceased Checl
L]

Check =2

o
2
@
ol

[Update Registrant] if a duplicate e
was merged as part of the N
process.

N E‘\.\;Hi\\\’:”ba
Important: To save changes to the
voter profile, you MUST click et
[Add Registrant] or
[Update Registrant]. .

The system prompts Success!

A Voter Notification Card is
generated automatically and can
be found in the Unsent Notices

Success!

qgueue on the Dashboard as well as e
the ll Correspondence tab of the _.“

voter profile.
Clicking [Yes] loads the next
record in the queue.

IMPORTANT: Registrations in the Third Party — Manual Processing queue that are also
missing a political party designation must be sent the Missing Party notice. In these
cases, the notice must be generated manually.

If the county has added Missing Party to the Multiple Missing Notice, a single notice can
be sent.

Missing Party notices generated manually can be sent individually or processed in
batches from the Notice queue.
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Locate the voter profile and open
the ll Correspondence tab.

Select
[Create Mail Correspondencel].

Click into [Notice Name] and scroll
down to select Missing Party.

Create Mail Correspondence

Notice Name

Select Template

T WOTCE
Confirmation Notice

Deceased Canfirmation Notice
Fallure To Viote

Felory Notivs

entee Application

To document the reason for the
notice, consider entering AVR RLB
in the Notes field.

Click [Insert].

Create Mail Correspendence

Hswsing Perty
Wates
ARALD

TotalVote generates the notice and
prompts “Successfully created
notice.”

C I i C k [0 K] Successfully created notice.

From the Voter profile

/I Correspondence tab, select the e
link View Notice to be Sent.

Note that the Notice Notes column v e e e o oo .

Type Document  Name [ Notes Crested By Date Sent  SentBy (Days)  Returned By Type  Addl

S h OWS AV R R L B . = MISSING  N- 82312024 VREMS

AVR
View PARTY 1662016 320PM Project

Natice Team
to be ’
A

Create Phone Comrespondence | Create In-Person Comespondence
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@ Print and mail the notice, then
[Mark as Sent].

Missing Party notices can also be
processed in batches from the
Unsent Notices queue on the
dashboard.

Mark as Sent [BPSS

95
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Processing Voter Notification Cards
Voter Notification Cards can be processed individually or in batches from the Notices

queue on the landing page.

To process the Notice, click
Notices > Voter Notification Card.
To Print all notices in that queue,
select [Print]. After notices have
been printed and mailed, [Mark as
Sent].

The notice is recorded as Sent in
Voter profile [l Correspondence.

To view or process an individual L ——
notice, open the queue, locate the
registrant, and click [Process]. -

1630035

1660272

TotalVote opens the voter profile e
X Correspondence tab. toomn | L2
The Notice can also be viewed or
processed directly from the voter
profile [l Correspondence tab
without opening Unsent Notices on
the dashboard.

To delete a Notice that is not
needed, go to Notices > Voter .
Notification Card. °

o “oter Notification Card

Open the queue, locate the T s m
registrant, and click [Remove].

TotalVote prompts, “Are you sure?”
Clicking [Yes] removes the notice
from the voter profile

X Correspondence record.

= Massage Board @
aio
° = Unsent Notices
S
=
orsemc

WLl

Notice ID  Registrant Name

~ Reports~ Elestion Management ~

© valigutions

D Voling History

E
B =

BEfs

Notice ID  Registrant Nams

Crested By  Dats Craated Status

Knstina Krull 512902024 24257 ACTIVE  ACTIVE

QA Team

@ Recantly Viawed Recards

E3EE
:

m Print | Mark as Sent | csv

&
Created By Date Created Status Status Reason Actions
Kiistina Krull 52002024 24287 AGTIVE  ACTIVE
QATeam 16202463255 ACTIVE ACTIVE
Couny Utibies = Help = S5TNANE, FIRET o @

& Aoy & Atshinens

Status Reason Actions.

BME2024 63255 ACTIVE  ACTIVE
A

Are you sure?

oo
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Auditing Registration Activity

Two reports are particularly useful in tracking voter registration activity:

e Activity Audit Report tracks changes to voter profiles and who made them.
e Golden Voter RLB to NPP Report shows which voter registrations were received
without a designated political party and automatically updated to No Political

Party.

From the Navigation Bar, select
Reports > Reports.

Scroll down to Voter Registration
reports and select Activity Audit
Report.

The report will be blank initially.

Enter a Start Date and End Date
and click [Preview].
The report can be generated daily.

The report lists all voter records
modified during that date range.
Report results can be narrowed by

e TotalVote User

e Voter Status

e Status Reason

Voter Registration

Active Inactive Voters By District
Active Inactive Voters By Precinct
Active Voters By District

Active Voters By Precinct

Activity Audit Report | i

Household List
Household Mailing Labels
Late Notice Statistics

Opt Out Report

Election Management ~ County Utllities ~ Help~  LAST NAME, FIRST Barcode or ID &
o EA
Start Date
(1) Prease input & valid value
:H
End Date
(©) Pleass input & vaiid valus
:D
User
eiear seection
‘ Status
L select al
ACTIVE
k INACTIVE
ter Registration ~ Reports > Election Management = Ceunty Ut Hel Barco o D ®
/ [
Activity Audit Report
s [
Fary ol
Lenguage ssn
Prons Enal
Woblle Phons ourca
stas tatus Res
szagor o n
n
e
) WERGED
= Zepn -
=
]
L] -
uses
= = e
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Automatically processed Activity Audit Report

applications show / Insert. s . om =y T e
Manually processed applications e e s e
display the name of the TotalVote i e
user who processed the - o S
appllcatlon followed by/ Insert_ S - . :‘é:lhp;w,.n....gms. - S :.:::. T MMW .
To sort by voter name, date, or A o Repsrn: g~ S Ve~ Gy e~ ep| USTIMEFRT o0 .
TotalVote user, export to CSV. c ‘ -

The file is exported to the o
Downloads folder. e B

From the Navigation Bar, select Audit Export CSV

Reports > Reports. All Offices

Scroll down to Audit Export CSV Ballot Question Changes
z'a\lrg:iNseIect Golden Voters RLB to %ﬁ%ummary

Canvass - Discrepancies Summary
EASE File Upload

Golden Voters RLB to NPP I«

Missing_SDRU Signatures

Office Changes

The report is exported to
Downloads.

This simple export will be replaced
with a more robust report in future
updates. Until then, the CSV export
will pull ALL “golden voters” since
go-live. Sorting the report by
Registration Date will bring the
most recent registrations to the
top.
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Processing a Deceased Notice
This document covers the process of updating a voter profile to Deceased.

Log in to SOS HAVA Services and [ Duplicate Report
click on Vital Stats Report.

Ineligible Voters Report
Validation Errors Report

Vital Statistics Report
Vital Statistics Report (Comma Delimited File)

The report opens in a new tab. Vital Statistics Report (5/20/2024)
Use [Ctrl]-[a] to copy the contents of Carson City County
the report.
Open a new Word document and use o Lo [ sox | non[Resmmion oDt [ s e
[Ctrl]'[V] tO paste the teXt. R Livinne Jenncminecallovsn minza Mioimmna 1L loeirsmnns  [First & Last Name. DOB, 4 digit_|
Set the document IayOUt to File Home Insert Draw Design References  Mailings Review View Help Acrobat  Picture Format
Landscape and save the file usingthe | [ | [y [y E 7w e e o~
county’s naming scheme. B I O e e BRI
Using Quick Search, locate the Voter o
Profile and click [i Update]. Ll G
) Voter Registration = Reports = Election Management = Gounty Utiies-~ Help = LAST e, FIRST Barcode or D ®

Tip EaS||y |Ocate the profile by © vadaions O votngtistory | @ Actwiy & Atachments 4 Conespondence & Baotito
entering the registrant’s date of birth
in MM/DD/YYYY format in the Quick oo oy
Search LAST NAME field. S

2

- ®

administrative Updiate,
Administrative Update. i
& Change Type
Voter Registration ~
Voler Regisiration
Appcaton e
mmiddiyyyy (=]
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Enter the following:
e Source of Registration:
Agency —

Reperaon Stas T
CANGFLLED v DFGEASED -

e How Registered:
Electronic -
e Effective Date of Change:
Date of report/death
e Registration Status:
CANCELLED
o Registration Status Reason:
DECEASED

e Language Preference

Under Office Use Only, click [+ Note].

o 1aReaured
Fiiote h
“ Document s Signsa

Verification Checks

NOTE: Adding a comment in the Note
field is required if the voter's status
was already set to CANCELLED.

Verification Checks

Enter any relevant details — date of
death, date of HAVA services report,

family member report, how the death z
was verified, etc. =S—
Click [Update Registrant]. esaton Chcks

Run All Chogks =

Confirm the voter status is updated. o
Note that Comments from the Note ~ |...

field are displayed on the Voter =
Profile.
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Cancelling a deceased voter's P —
registration triggers a Deceased o e e
Confirmation Notice.

The notice will show in Notices
gueue on the left rail of the

Dashboard and in the o
Correspondence tab of the voter’s
profile. :« Document B sey e State ”;,

Counties are not required to send a |0 wceen

Deceased Confirmation. e e e
To delete a notice from the

Deceased Confirmation Notice

queue on the Dashboard, click

[Remove].
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Processing Opt Out Requests

Requests to Opt Out of mailed ballots are received in either paper form or via the state’s
monthly report. In both cases, the voter profile is updated to Opt Out status. When the

Opt Out request is received in paper form, the request document is scanned to the voter
profile Attachments.

This document describes how to process voter requests to opt out of mail ballots.

Using the State’s Opt Out report,

4y  Voler Regishation™ Reports ™ Electan Mansgement » County Utiifies™ Help ™ 021061286 Barcote 011D ®
enter the voter’s date of birth in the | g < veces o o-
Quick Search Last Name field in e
MM/DD/YYYY format. e T o
Select the voter profile and click =N o iy | B | ¢ e pr—
[NU pdate] . . —

- :::;:’;:mmm \‘1 1372023 :J::i::::::aﬁm Dats3 011132023

DUID # B | SSN4 (@)

Set the Change Type to e ——
Administrative Update. «Gancel

& Change Type

Voter Registration v

Duplicate
Application Date

mm/ddlyyyy m]
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Toggle Opt Out of VBM to 1l On and
select one or more of the Opt Out
election categories:

e All Future Primary Elections

e All Future General Elections

e All Future Special Elections
Set the Effective Date of Change to
Request Date on the State report or
the signature date on a paper form.
Select Language Preference and
ensure Date of Registration is not
blank.

Scroll down and click
[Update Registrant].

Note that the voter profile now
includes relevant Opt Out flags.

Locate the voter profile and select
[W Update].

Tip: Enter the registrant’s date of
birth in the Quick Search Last
Name field to easily locate the
voter.

g G

um this b

a0
Other
- Leve
No Resirictions Reput
Office Use Only

ongns Regiifien a3
08/02:2024, -}

=
091022024

[ [

| # upsate || Addto Contest |

| Add 1o Agent
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Valer hes apted out of mal balloting. Fthe v

otar opts backin to mai

I balloting, tum shis buiton off

AR

HVRA Aguocy Trem
DMV

Verlfication Checks

@ Validations.

Source Of Registration
Eligibility Date
Application Date

Precinc

Party

Run All Checks =

“D Voting History & Activity

WALK-IN

23-INDIAN HILLS - EAST

NON

Assistance Needed

Language Preference

Note

DD #

Emai

ENGLISH

@ Attachments. <

How Registered
Original Registration Date 3
Effective Date OF Change 2

Precinct Split

Accessible Ballot

412124

SSN4

Alternative Email



Click into the Change Type field
and select Administrative Update.

Update Registrant

4 Cancel

& Change Type

Voter Registration I

v
Administrative Update M
Duplicate |
ication
08/28/2024 a
Select [l Attachments. S .. :
® FoliogLocatiors @ Valisstoos  otng Hitory @ Acaniy

Registration

t

B Bulotinte

Print Voler Profis
e m 4 Source Of Registration How Registered
Vem Ty Eligibility Date Original Registration Dats 3
Regiran s (@ | Application Dats oaza02s Effective Dato O Change 2
o —
Procinct 23 INDIAN HILLS - EAST Brecinct Spiit 233 INDIAN HILLS RED 1.3
Precinel P 2o il party o
Pracinct Numbsr: 3 Assistance Needed Accessible Ballot
DOUGLAS Language Preference ENGLISH
suus QD Note
Status 'ADORESS EONIRMATION
2
=
i Voler Regiskalion = Reports = Election Management = County Ullitles = Help = LAST RAME, FIRST sarentear i ®
elec can |. 4
2 formation ¥ FolingLosations @ Valldatons D Noting Hstory & ety & Atachments A Comswpondance & Balltinte
EMBLEY, PAMELA LOUISE Attachments
= [
| &g pl
Registran 5000517 [ g oata Eaten
) ! attschment Type. AtschmentNots  Crased Added By County  Number actions
Precinet  Precinct: 23 Indian Hills -
East
Precinct Number. 3 Molice Respaise. il (£5pense 6 8082024 VREMSPoEd  DOUGLAS Eﬂu
n Team
COUGLAS
- AppRess s2aaa1 VREMS Frosct [<[/]=]
o gz e s B

Select OPT Out Mail Ballot from
the Form Type dropdown list and
[Scan Image].

Note: If no Form Type is selected,

Scanner settings will be blank and
cannot be selected.

Federal Fost Card Application

\ioter Registration Application
National Mail Voter Registration Application

Absentes Request

Federal Wiite-in Absentee Balot Appiication
OPT Out Mail Ballot w

“Address Venhcation Nohce
O BawW

Gray

Color
Pages Per Image 1 ~ |
Attachment Notes

Scan Image  Load Images.
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Scroll down and note that the

Preview Mode | 1X1 |

signature is displayed in a separate
image editor box.

Confirm the signature is displayed
correctly and scroll back up to select
[Process].

@ Edit Image
4 Show Image Editor
Rotate Right -»

Z,
snature / date

J

« 41 N ro»

[ Edit Signature
{# Show Image Ediitor
¢ RotatzLeit [l Rotate Right >
Remove Selected [l Remove All

TotalVote displays Successfully
uploaded scanned attachment.
Click [OK].

Successfully uploaded scanned attachment.

Confirm the scanned notice is now an

© Vvalidations D Voting History & Activity - Attachments :ofrespon dence & Ballotinfo
Attachment in the voter profile.
[ Attachments |
B Documents 3= Signatures
BScan | 8 Print
Attachment Type ::;TM'“ cD::emu Added By County ::‘;:" Actions
OPT Out Mail Ballot 8128/2024 \.I{;lransprojecl DOUGLAS 35124241, EB
X;‘:l::::gf‘mﬁm /82024 DOUGLAS E B
Creating a List of Opt Out Voters
Use Advanced Search to create a report of Opt Out registrants.
From the Navigation Bar, select

Reports > Advanced Search.

A Voter Registration ~ Flaction Management = County Utiiies = Help =

i -

Aavanced Searcn Lug
&) Te Sallt Search

Registan! Record Views

| Rewons i o Brrscines Syl

@  Febions A b Yy

] Recently Viewed Records
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Search defaults to Active and
Inactive status registrants. To see
all Opt Out registrants, delete the
Status criteria by clicking the x
next to each selected criteria.
Under Other Options, select Opt
Out of VBM and any of the specific
flags:

e All Future Primary Elections

e All Future General Elections

e All Future Special Elections

Scroll down and click [Search].

s
——

Create Notices or Export as
needed.

Results

TotalVote offers two reports for quantifying the number of Opt Out voters:
e Opt Out Report
e Opt Out Report with voter data

To run a report of Opt Out voters ———
by e|ecti0n, party' or status, go to Active Inactive Voters By Precinct

Active Voters By District

Reports > Reports and select the Active Voters By Precinct
Activity Audit Report
report. @eho\d List )

Household Mailing Labels

Late Notice Statistics

Opt Out Report '
Opt Out Report with voter data
Registered Voters By Precinct
Registered Voters by Split
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Defined Signature Area in Forms/Returned Notices
The first time a form or returned notice is scanned, the signature area must be defined.
This document covers processes required to identify the signature area of a form or
notice.

Select Voter Registration > Scan
Forms ﬁ Reponsv Election Management ¥ County Utilities ¥ Help v

. Add Registrant

sage Board @

1 Federal Only Registrants
Process Returned Notices g

Purge Registrants >

qred Voters with no Precinct Split
Secure Registrants

‘ UOGAVA Voters Residence Addresses to Verify.
- .

Select Form Type and [Scan Image]. Form Type
Note: If no Form Type is select, - "
Scanner settings will be blank and
cannot be selected. Select Language

English v

Select Scanner |CanoScan LiDE 400 v
Show Scanner Settings on Scan [J

Color Mode

O BawW

Gray

Color
Attachment Notes

‘ 7~
| Scan Image = Load Images

The first time a form type is
processed, TotalVote prompts Default
Signature Area not specified.

Click [OK] and scroll down to view the

fu I I fo rm . Default Signature A;sxz:;:seciﬁed for selected

Use the cursor to frame the signature. | ereviewose (ixi ]

New options are displayed in the REdit S ——
Image box. I

Remove Seiectea | Remove a |
Create Signature for this Form

Click [Specify Default Signature Area
for Form Type].

| Specify Default Signature Area for Form Type
Re—smp Default Slgnatnre for all images

Process

107



TotalVote displays Successfully
created default signature area for

form type. v/
Click [OK].

Successfully created default signature area for
form type




Processing and Sending Unsent Notices

When a voter registers to vote or their information changes in TotalVote, depending on
the type of update TotalVote automatically creates a notice to be sent to the voter and
stores it within the Voter Profile on the [i Correspondence] tab. Counties must process
notices within the mailing deadlines set forth by State and County regulations. This
document provides guidance for processing unsent notices in TotalVote including
printing, marking notices as sent, and running sent notices reports.

IMPORTANT: Each County manages its own Notice Templates in TotalVote. Counties
must ensure notice templates are set up correctly and contain the mandatory verbiage
for each type of notice, layouts comply with their pre-printed stock and are updated with
any legislative or mandated verbiage changes.

IMPORTANT: All dashboard screenshots display an [Email] button that is inactive and will be
hidden in a future phase. Do not click the [Email] button.

A list of all unsent notices is e -
displayed in the Unsent Notices pataivote
queue on the Dashboard > [¥ P ——— 1 T -
Notices]. e Racnty Ve o

From the Unsent Notices queue, o I

you can export, print, and download
unsent notices and address labels,
and mark notices as sent.

Unsent notices are grouped by
type. Click the arrow » on a
grouping to expand and view the
list of unsent notices for the notice

type.
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In the Voter Profile

A list of notices and other - - e

M M H Print Custom Label

correspondence is displayed in the T B

[® Correspondence] tab of the

voter’s profile. - o

From the [¥ Correspondence] tab, - @

you can view, create, edit, delete, — :
and mark notices as sent.

a2

a

@B

[ e ]
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Exporting Notices for Mail Vendors

Large counties may use a print vendor and/or mail house to print and send large
quantities of notices. In this case, you can export unsent notices (CSV and PDF) and
address labels (Avery) from TotalVote and send the files to the vendor for printing and

mailing.

TIP: [Mark as Sent] may be used to process large batches of notices to send to a vendor
for printing and is performed in lieu of steps and below. See Marking a Batch of Notices
as Sent to see how the CSV and PDF files get exported automatically when clicking

[Mark as Sent].

Example: Confidential Confirmation Notice

With a notice group expanded on
the Dashboard, review the list of
unsent notices.

To export all notices under the
grouping into CSV format, click
[CSV] on group’s menu options.

A confirmation message is
displayed, and the system starts
generating a CSV filein a
background process.

Click [OK].

The notification closes, and you
are returned to the Unsent Notices
queue.

When the process is finished, you
will receive an email notification,
and the export will be available in
the

Notice CSV Export queue on the
Dashboard (next steps).

Confidential Confirmation Notice

RegistrantID  Notice D Registrant Name Created By Date Created

N-1493879 L i T LR ] 5/2212024 3:07:44 PM

N-1493710 . wow Cmeel 52202422052 PM

N-1493663 TS EEMTa B i 51222024 3:43:23 PM

Markas Sert  CSV .\

ai e
Status  Status Reason Actions
ACTIVE  ACTIVE E

ACTIVE  ACTIVE E

ACTIVE  ACTIVE [ orocess N pel

Success

Job sent to background process. You will get an email
when process is finished.

Confidential Confirmation Notice

RegistrantID  Notice ID Registrant Name Created By Date Created

N-1493879 - i L " . 51222024 3:07-44 PM
N-1493710 1 r e | 5/2/2024 2:20:52 PM

N-1493863 T EEMra B i 5222024 3:43:23 PM
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Email Print MarkasSent CSV  Avery

Status  Status Reason Actions

ACTIVE  ACTIVE E
ACTIVE  ACTIVE E

ACTIVE  ACTIVE [ ocess N pel



When the export process is Notice CSV File Link
finished, you will receive an email S ©lo o] [w|[-
notification from ° T o Ih 1121 AM
noreply@totalvote.com to the of some pictures inthi meszage, | e auamane denmioas
email address associated to your

The email subject line is

Notice CSV File Link. https://ny-tst h

Open the email, then click the link
in the email.

Your web browser opens, and the L ounlonds ~ I

CSV file is downloaded in a ¢ A G O > Downows >
background process to the
Downloads folder on your
computer.

Double-click on the file to open it.

B B W NSt = View-

»
» £37) Training_NoticeBatch_16_40_133610487333541843 h

TIP: Click the Download icon [§] in Y
the browser to open your Recent o«
Download History. Click on the file | TotalVote
to open it.

A Voter Regisraton = Reports - Election Management = Gourty Uties ~  Help -

The file opens in the default

spreadsheet program on your q

computer, such as Microsoft Excel. . =

Continue processing the file ST e : .
according to your county process. Vs oot o Y AT e 5 o
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In addition to receiving an email
notification after the export process
is finished, the CSV file is available
to download from the Dashboard
under Job Queue > Notice CSV
Export queue.

To download the file, under
Actions, click [Download].

The CSV file is downloaded in a
background process to the
Downloads folder on your
computer.

Double-click on the file to open it.

TIP: Click the Download icon [§] in
the browser to open your Recent
Download History. Click on the file
to open it.

The file opens in the default
spreadsheet program on your

computer, such as Microsoft Excel.

Continue processing the file
according to your county process.

With a notice group expanded on
the Dashboard, click [Print] on the
group’s menu options.

] —

©  LosdBalos

nnnnn

Finished 52472024 11.20:31 AW 52472024 112033 AM

nnnnnnnn

s212024 45257 P si212024 45256 P
4 Downloads ® +

< T~ D > Downloads >

@ New ¥ 0 B ® W NSsmtc = Vew

)
| £37] Training_NoticeBatch_16_40_133610487333541843

o
TotalVote

ELECTION SOFTWARE

A VotorRegstration - Reports

LAST NAME. FIRS
2% Notice File Download

Election Management~ County Utiities ~ Help~

@ Avtoswe @ or) 9w (S NoticeBatch 16,40 133610487333541843 (1) - Saved to this PC v £

Page Layout  Formulas

0, Conc
L = % E
ot Alignment  Number [ For

B cen

View Automate Help  Acrobat

T E O B & ©

Cells  Editing Add-ins Analyze | Create PDF
v ~ Data  and Sha

S Excel file format

A v f| noid
A 3 e o 3 ; G H i ) K L ™ N o 3 a
1 |noid Jnowrl 1D notype  noNoticeT _RE(COUNTY_F REG_L
2 CONFIDEN 40 WASHOE 16 English  5/24/2024 WASHOE ACTIVE ACTIVE  5/1/2024 51172024
3 CONFIDEN 40 WASHOE 16 English  5/24/2024 WASHOE ACTIVE  ACTIVE  7/29/1996 6/12/2018 6/12/2018
N
6
7
8
s
10
n
2
13
14
15
16
I
18
NoticeBatch_16_40_1336104873335 + P 4 o
o B B o 5] [ p——

s Confidentil a Emai  Print AarkasSent CSV  Avery -
Registrant D Notice D Registrant Name Created By Date Created smui Status Reason  Actions
N-1493879 e T ey 51222024 307:44PM  ACTI ACTIVE e
N-1493710 ] TS 52202422052 PM ACTIVE  ACTIVE

N-1493883 s memagris Do T 512212024 3:43:23 PM ACTIVE  ACTIVE
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A notice preview screen opens,

and all unsent notices in the -
selected notice type are displayed.

Validate the information on the 1 o

notices. Click the right [>] and left c,

[<] arrows to view the next and
previous page of notices in the
batch.

Click the PDF icon [¥] on the notice
preview screen of an individual
notice or batch of notices.

[MEE Language Voter Preferred E]

1820 Jefferson St
County  Port Townsend, 98368
541-663-9360
Seal email+16@bpro.com

A PDF preview window opens, and
the notice is displayed.
Click the Download icon [z].

A Save As dialog box opens. (R x
Select the desired destination [ ¢ o v L oo v O sembomes
folder on your computer or otk SHe
network drive to save the file in. I !
Update the File name if required. | 0w
. L Downloads
Click [Save]. S
‘ IFiIEﬂame Downloading batch or individual notices training i v
| Save as type: Adobe Acrobat Document v
~ Hide Folders # Cancel

The Save As dialog box closes, the
PDF file is saved to the selected
destination folder on your
computer, and you are returned to
the PDF preview window.

Click outside the PDF preview
window to close it and return to
the notice preview screen. =l

=  eHBhY2tldCBIbmQ9InliPz4...

effes
wnsend, 98368
0
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TIP: Click the Download icon [F] in
the browser to open your Recent
Download History. Click on the file
to openit.

With a notice group expanded on
the Dashboard, click [Avery] on
group’s menu options.

A labels preview screen is
displayed and the Print Preview
icon [¥] is toggled on (solid
orange).

Validate the information on the
labels. Use the menu options to
navigate, search, and zoom in and
out of the pages of labels in the
batch.

In the labels preview menu, click
the Download icon [H].

Select CSV (comma delimited) or
the file format of your choice.

sticelD/

Recent download history

Q ¥ el | L |2
®

Bookmarks

@

Downloading batch orindivic [ [4
training.pdf
55.7 KB - Done

Full do

Confidential Confirmation Notice

@

wnload history

Email Print  Mark as Sent

RegistrantID  Notice D Registrant Nam Created By Date Created Status  Status Reason Action:
N-1493879 - =i 512212024 3:07:44 PM ACTIVE  ACTIVE E
N-1493710 T i 51212024 2:20:52 PM ACTIVE  ACTIVE E
N-1493663 TS EEMTa B i 51222024 3:43:23 PM ACTIVE  ACTIVE mAar

#}  VoterRegistration~ Reports - Election

‘°'

Management~ County Utiities~ Help~ ~LASTN

AST NAVE, FIRS Barcods or ID
CountyCode
6
NoticeType
‘Configential Confirmation Nt

Notice TemplateCodeHook

ﬁ Voter Registration ~ Reports

115
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2024001

Barcode or IL;

~ Election Management ~ Counl\mesv Help > LAST NAME, FIRST

+ + Q8

Acrobat (PDF) file

CountyCode
16

Notice Type
Confidential Confi

Notice TemplateCo
40



A CSV file is downloaded in a
background process to the
Downloads folder on your
computer.

Double-click on the file to open it.

TIP: Click the Download icon [F] in
the browser to open your Recent
Download History. Click on the file
to openit.

The file opens in the default
spreadsheet program (such as
Microsoft Excel) on your
computer.

Continue processing the file
according to your county process.
TIP: The CSV contains many field
values so you can use it for a mail
merge and create notices as desired.

4 Downloads

& T

i@New & O

b Downloads
T DT
x & Totalicte

ibels-HIDE%%2FNotice+Avery +Label.trdp&NoticaTemplat...

-

X+

J > Downloads >

&)

=

Search Downloads

T T Sort

= View

67 Training_Notice Avery Label

x

&

v - m} >
&. .
Notice Avery Label.csv aakmar
287 B+ Done
s

@ At @o) B O~ ©

S NoticeAveryL. v

P search

reneeia @ - O X
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Fle Home Insert Pagelayout Formulas Data  Review View Automate Help Acrobat [ comments | [EXN
= |5 @O N B @
A = % =
Clipboard | Font | Alignment | Number Cals | Editing Add-ins | Analyze
- - - - - Data
Sensitivity | Add- N
H20 vt fe ~
A B C D E F G H I J K L &
1 |textBox5 barcodel textBox7 textBox10 textBoxl textBox3 textBox4 textBox6 textBox8
2 | W% RENO NV 89521 N-1493710 5/2/2024 &= & B- 3323837 202400.1 Notices GRN G
3 ~ LT SUN VALLEY NV B9433  N-1493883 5/2/2024 S B-2223000 750200.1 Notices DEM G
4
s
5
7
8
9
10
n
2 .
< > Notice Avery Label T « »
Reaty B3 ThAccessbl iy Unavaliable B Em W -— 4+ o0



Return to the labels preview
screen.

To download address labels to
PDF format, click the Download
icon [¥], then select Acrobat (PDF)
file.

A PDF file is exported to the
Downloads folder on your
computer.

TIP: Click the Download icon [§] in
the browser to open your Recent
Download History. Click on the file
to open it.

ﬁ Voter Registration ~

Barcode or I}

Reports~  Election Management ~ Coun‘wmev Help~ LAST NAME, FIRST
® &
crof e
imi

] 1
P CountyCode

: e P

e

FENONV e NoticeType

Confidential Confil
‘[ 4 Downloads X +
‘ G ™ J > Downloads >
@ New % O M B W R S = View
& Downloads Lame
¥ Documents, Notice Avery Label h

fidential+Confirmation+MNotice i d [N ) K 3

@ Pokmarks

Recent download history

(& MNotice Avery Label.pdf ol
T 586 KB« 1 minute ago
IASHOE
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Printing Notices for In-House Mailings
Notices and address labels can be printed in-house in batches or individually for regular

or one-off mailings.

With a notice group expanded on
the Dashboard, review the list of
unsent notices.

To print all notices under the
grouping, click [Print] on the
group’s menu options.

A notice preview screen opens,
and all unsent notices in the
selected notice type are displayed.
Validate the information on the
notices. Click the right [>] and left
[<] arrows to view the next and
previous page of notices in the
batch.

Ensure the correct paper or card
stock is properly loaded in the
printer tray and Print [@].

A Print dialog box opens.

Select the Destination printer,
update any other print settings and
[Print].

Emai  Print  farkasSent CSV  Avery

RegistrantID ~ Notice ID  Registrant Name Created By Date Created smui Status Reason  Actions.
N-1493879 - = Ll e 512212024 3:07:44 PM ACTN ACTIVE @

N-1483710 e 512/2024220:52PM ACTIVE  ACTIVE
N-1493883  WETES mmgrad ] 512212024 3:4323 PM ACTIVE  ACTIVE
1103 0f 3 shown
10
Mark as Sent Close
[ Jer2 3100 Language Voter Preferred [ElE
. :
@ e
ks s

f o210

Language Voter Preferred #

118



The notice is sent to the
Destination printer. B e vom s e
The notice preview screen is
displayed.

With the notice group expanded on [ —_——
the Dashboard, click [Process] for

the desired record. s o e
N-1493710 u ™y 2 ] 5/2/2024 2:20:52 PM ACTIVE ACTIVE
N-1493883 T A 4 B T 52212024 3:43:23 PM ACTIVE ACTIVE

Or search for a voter, open their !
profile and navigate to the N
[@ Correspondence] tab. .

2, BallotInfo

A list of sent and unsent notices is

© Validations D Voting History & Activity @ Attachments
p y Print Custom Label

Click View Notice to be Sent on p—
. et M Conrespondence e —
the unsent notice you want to

print.

View Notice  Notice Daie  Crested Daie  Sent  Elpsed Date  Rewmed Rewm Forwerding
Type Document Notice Name ] Notes  Created By Sent By (Days) Returne. d By Type Address
1 CONFIDENTIAL N- 512212024 i

View | conrrmarion 1493¢ 3:07 PM .

Notice [ nomice

tobe

ent h

A notice preview screen is
displayed.
Review the information on the
notice and Print [@].

EE

With the notice group expanded on
the Dashboard, review the list of
unsent notices. Registrant ID Notice ID Registrant Name Created By Date Created Status Status Reason gﬁ

N-1493879 & ks T 0 LRl ] 5/2212024 3.07:44 PM ACTIVE  ACTIVE

Confidential Confirmation Notice: Email Print  MarkasSent CSV  Avery

TO pl'int mailing |abe|S for a” N-1493710 ] o el 52202422052 PM ACTIVE  ACTIVE E

notices under the grouping, click Nosns s e mesews  522003423PM  ACTVE | ACTVE o 1 o
[Avery] on group’s menu options.
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A labels preview screen is O o
displayed and the Print Preview [ - om e
icon [f] is toggled on (solid — = T
orange).
Review label information using the
menu option to navigate, search,

and zoom in and out of the pages

of labels in the batch.

Ensure the |abe| Sheet(s) iS #  Voter Registration~ Reports~ Election Management = County Utiifies = Help = LAST NAVEE, FIRST Sercateor -
properly loaded in the printer tray : m:[-]m -\-
and Print [@]. e T
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Marking Notices as Sent

Once notices have been printed and sent to voters, you must mark the notices as sent in
TotalVote. You can mark notices as sent in batches or individually.

Using Mark as Sent starts a background process to mark the notices as sent for each
voter in the list (updating the notice status in the voter's profile on the Correspondence
tab), removes the notice(s) from the Unsent Notices queue on the Dashboard, starts any
applicable 33-day or 15-day processes, generates a CSV file of the batch of notices, and
creates a PDF for each notice.

Example: Missing Signature Notice

Marking a Batch of Notices as Sent

With the notice group expanded on & Unsent Notices
the Dashboard, review the list of 0 cemcatmins
unsent notices. y

After all notices in the list are sent N L T T T t
per your county process, click ey e ey e
[Mark as Sent] on the group's T T e Foeia
menu options. N-1493562  maclelnil] Lammae W 5/1/2024303:47PM  PENDING INCOMPLETE

N-1493501  mmmEm merwEmE [y SN /112024 4:11:33PM  ACTIVEPENDING  INCOMPLETE

N-1493485 B AT Sl P 512024 115545AM  ACTIVE PENDING  INCOMPLETE

e N-1493575 RS, B B ———— 51/202432916PM  PENDING INCOMPLETE

A notification screen is displayed.
To continue marking all notices in
the queue type as sent, click [Yes].

Are you sure?

Yes

A confirmation message is
displayed, and the system starts
generating the CSV file in a
background process.

Click [OK].

Success

Job sent to background process. You will get an email
when process is finished.

Mh
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The notification closes and you are
returned to the Unsent Notices
queue.

The sent notices are removed from
the Unsent Notices queue on the
Dashboard.

3 Unsent Noties

= Iasks

- o
B oms °
B Mass Updates.
o e

) Responses
e actviy ©  FsweTovee

2 sob queue
o

B Colendar

When the background process is finished, TotalVote sends two emails from
noreply@totalvote.com to the email address associated to your TotalVote user
account. The first email contains a link to the batch CSV file (the file can also be found
in the job queue in Mark Notice Batch as Sent). The second email contains a link to the

batch PDFs.

The first email’s subject line reads
Notice CSV File Link. The email
contains a link to a CSV file
containing information on all
voters that were sent a notice for
the selected notice group type.
Open the email.

Click the link in the email.

Your web browser opens.

The CSV and .zip files are
downloaded in a background
process to the Downloads folder
on your computer.

Double-click on the files to open
them.

TIP: Click the [Download icon F] in
the browser to open your Recent
Download History. Click on the file
to open it.

| Natice CSV File Link

&
@ noreply@totalvote.com @9 92|

To @ 2:30PM

@ Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some
pictures in this message.

https://nv-tst-

k' Downloads X +

» : NoticeBatch_2 133614053633663692
@ NoticeBatch_2 133614053603559729 '

o
TotalVote

ELECTION SOFTWARE

f}  Voter Registration~ Reports ~  Election Management = County Utiiies = Help ~

LAST NAME, FIRST
2% Notice File Download [
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The CSV file opens in the default
spreadsheet program (such as
Microsoft Excel) on your
computer.

Continue processing the file
according to your county process.

The second email’s subject line
reads Notice File Link. The email
contains a link to a .zip file of a
PDF file containing all
correspondence that was sent to
the voters in the selected notice
group type.

Open the email.

Click the link in the email.

TIP: The PDF can be used for an
audit of what was marked sent and
as a tool to print the notices.

The .zip file is downloaded to the
Downloads folder on your
computer.

Right-click on the .zip folder and
select Extract All... in the menu.

& Avtosme @on) B D C v NoticeBatch 16,40, 133610487333541843 1) - SavedtothisPC v P reeen@ - 0 x
File Home Insert Pagelajout Formulas Data Review View Automate Help Acrobat ] = shore -}
= 9 Bowwewomwse GO )

mE A= % = Q

ros B T gt | Nomer B Formata b ca faing hddins | At

— - v Bceisyies - - Data

s sye L sensiw ity | Addins
@ possiate DATALoss mefeatum
Al vt F noid v
A 3 c o 3 F G H i ) K L ™ N o a
1 [n0id__JnowlD notype  noNoticel . RECCOUNTY.FREG
2 CONFIDEN 40 WASHOE 16 English  5/24/2024 WASHOE ACTIVE ACTIVE  5/1/2024 51172024
3 CONFIDEN 40 WASHOE 16 English  5/24/2024 WASHOE ACTIVE ACTIVE  7/29/1996 6/12/2018 6/12/2018
4
5
s
7
8
9
10
"
12
3
14
15
16
7
18
> 16.40 1336104873335 + ;-
dy b ] M - ————+ 0%

Naotice File Link

&
noreply@totalvote.com @5 9> @
To @ lem = 2:30PM

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some
pictures in this message.

https://nv-tst-

4 Downloads * +
< T (€] D > Downloads >
@ MNew - % @ B B W T Sort v = View - 8 Extractall

L Downloads » .
s . - NoticeBatch 2 13361 |

mmmmmm s g = ©
: z
B Netlesbatcn 2060 = Enter
§o Open with ’

Open in new tab

7 Open in new window

[
8 Extract All.
GUR R i v
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An Extract Compressed (Zipped)
Folders dialog box opens.

Click [Browse...] and select the
desired destination folder on your
computer or network drive to save
the extracted file in.

Update the File name if required.
Click [Extract].

The destination folder opens, and
the extracted PDF is displayed.
Continue processing the file
according to your county process.

In addition to receiving the Notice
CSV File Link email notification, the
CSV file is available to download
from the Dashboard under Job

Queue > Notice CSV Export queue.

To download the file, under
Actions, click [Download].

The CSV file is downloaded in a
background process to the
Downloads folder on your
computer.

Double-click on the file to open it.

TIP: Click the Download icon [§] in
the browser to open your Recent
Download History. Click on the file
to open it.

& Downloads X ia
X
4
Jl Extract Compressed (Zipped) Folders
o i ctall
Select a Destination and Extract Files
Files will be extracted to this folder:
C:\Users\relia\Downloads\NoticeBatch_2_133614053653663692] Browse...
8 Show extracted files when complete |
L e
NoticeBatch 2 1336140536536 X +
gt (] [J » Downloads > NoticeBatch 2 1336140536536636592
@ New T Sert = View
4 Downloads Name

<

My Documents MoticeBatch_2_1

) 4

©  Create Maiing Batch

©  MarkPending as Sen

) > Downloads >

@ B W s

2
| £37] Training_NoticeBatch_16_40_133610487333541843

View

o
TotalVote

ELECTION SOFTWARE

A  Voler Registration~ Reports > Election Management~ County Utiiies ~ Help ~

LAST NAVE, FIRST L
2 Notice File Download [
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The flle opens |n the default B Avtosme @0 B D O T NoticeBatch 16,40, 133610487333541843 1) - Saved tothisPC v
t File m Insert  Page Layout Formulas Data Review View Automate Help Acrobat
spreadsheet program (such as N T T —= 9 ®
M- - M M el Styles - N Data
Microsoft Excel) on your o e I I I8 L
(D POSSIBLE DATA LOSS format . g Save As.
Co m p ute r Excel file format,
. M v /| noid -
Continue processing the file e Tt o e T e e T e R
2 'CONFIDEM 40 WASHOE 16 English  5/24/2024 'WASHOE ACTIVE  ACTIVE 5/1/2024 5/1/2024
M 3 CONFIDEM 40 WASHOE 16 English  5/24/2024 'WASHOE ACTIVE  ACTIVE  7/29/1996 6/12/2018 6/12/2018
according to your county process.
:
:
>
;
2
2
v
s
z
a * ] [ ——

Open a Voter Profile and navigate
to the [X Correspondence] tab.
Print Custom Label

A list of sent and unsent notices is
displayed.

Click View Notice to be Sent on

View Notice  Notice Date Created  Date Sent  Elapsed Date Retuned  Retum  Forwarding
th e unse nt n ot i ce vyou wa nt to Type Document  Notice Name o Notes Created By Sent B  (ays) Retumed By Type  Address
y = CONFIDENTIAL N 5222026
View [ conemmarion 1a83878 P

print.

A notice preview screen is -
displayed. =
After the notice is sent to the voter

per your county process, click
[Mark as Sent].

The notice closes and you are £ Pl o vt | D it | @ty | @ e prem— P
returned to the [R Correspondence] Lo o
tab in the Voter Profile. g =
To view the sent document, click '
View Sent Notice.

TIP: The notice is removed from
the Notices queue on the
Dashboard and included in the Sent
(Printed) Notices w/ Address report.
See Running Sent Notices Reports
below.
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Deleting Unsent Notices
A notice can be deleted before being marked as sent. Sent notices cannot be deleted.

In the Correspondence list, identify
the unsent notice to delete.
Click [Delete].

A Delete Notice confirmation
window is displayed.
Click [Delete].

A confirmation that the notice was
deleted successfully is displayed.
Click [OK].

#

Delete Notice

Please confirm that you want to delete this notice.

Notice deleted successfully

You are returned to the
Correspondence list on the Voter
Profile.

The notice is removed from the
Correspondence list.

Correspondence
Create Mail Co e || create
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On the [R Activity] tab, under
Registrant Record Activities, a
record of the activity shows the

notice was removed.

lis Registrant record: 2200739

o widsions  Voing sy © hschmens 4 Conspondence Bttt

Registrant Record Actions

Exportas CSV

Action User Date Changed

Search

Removed Notice (VOTER NOTIFICATION CARD) WASHOE 6/18/2024 3:06 PM
Lfma 60 Atacnment TO2NMg. 2200730, 235, 007 ) TSHOE, TTSI20: T30M

Uploaded Attachment (2022/01/img_2200739_2353667 jpg) WASHOE 1/11/2022 9:01 PM

110 3 of 3 shown
10
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Recording a Correspondence Activity

TotalVote allows you to create a notice or record a mail, email, telephone or in-person
correspondence activity from the voter record under the [ Correspondence] tab.

A list of all sent and unsent notices and other correspondence is displayed.

© validations ‘D Voting History & Activity @ Attachments I «d Correspondence I.n Ballot Info

Print Custom Label
(Creale Mail Comespondence || Create Email Comespondence | Creale Phone Comrespondence || Create In-Person Comespondence

Export as CSV
Notice. Date Created Elapsed  Date Retumed Retun Forwarding Forwarding Forwarding  Forwarding  Is
Type  ViewDocument  Notice Name [ Notioe Notes Created By Date Sent  SentBy (Days)  Returned By Type  Address  City state zp Deleted
2 IN PERSON N In-person sHaz02e False
CORRESPONDENCE 1438074 comespondence  4:43PM Z2=2
demo
PHONE " en GBIzt Fal
o one e
CORRESPONDENCE 1438073 correspondsnce 408 PM E===
demo
@ EMAIL N Email GHET0Ze 5ME2024  RENEE 0 False
1438072 P 28 42TFM ELIA Q5
training dema
= ADDRESS CHANGE N- Mail 6182024 False
View 1438071 Correspondence  3:21PM Q=i E
Notice training deme
to be
Sent
= FTVFTY N si1iz02s 372972023 a5 n False
1430822 10:21 A0 12:00AM
= VRCNV N 262022 w7022 851 o oW False
1288860 11 AN 12:00AM
= vRc " 12202 w0 55 m W Fatse
1278501 T38AM 12:00AM
= REJFCL N 1202z 112022 s v False
1376458 501 AM 1200 AM

110 8 of & shown
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Mail Correspondence

To add a mail correspondence to
the voter's correspondence list, Create Mail Correspondence
click [Create Mail
Correspondence].

Select a template in the Notice
Name dropdown.

Enter Notes about the
correspondence.

Click [Insert].

Notice Name

Select Template

Notes

h
h
— @

A success notification is

displayed.
Click [OK].
Successfully created notice.
You are returned to the
[¥ Correspondence] tab on the [S——— SE———— p————

Voter Profile, and the notice is
displayed in the list.
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Email Correspondence
To add an in-person
correspondence to the voter's Create Email Correspondence
correspondence list, click [Create
Email Correspondence].

Select a template in the Notice
Name dropdown.

Enter Notes about the
correspondence.

Click [Insert].

Notice Name

Select Template

Notes

A success notification is

displayed.
Click [OK].

Notice Inserted Successfully
You are returned to the
[¥ Correspondence] tab on the e e e
Voter Profile, and the notice is
displayed in the list. N B G Iogme o e g e o
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Phone Correspondence

To add a phone call
correspondence to the voter’s
correspondence list, click [Create
Phone Correspondence].

Enter Notes about the
correspondence.

Click [Insert].

A success notification is
displayed.
Click [OK].

You are returned to the

[¥ Correspondence] tab on the
Voter Profile, and the notice is
displayed in the list.

In-Person Correspondence

To add an in-person
correspondence to the voter’s
correspondence list, click [Create
In-Person Correspondence].
Enter Notes about the
correspondence.

Click [Insert].

Create Phone Correspondence

Notes

Notice Inserted Successfully

#

Print Custom Label

Create Mail Correspondence || Create Email Correspondence [| Create Phone Correspondence | Create In-Person Correspondence:

Export as CSV

Time
View Notice: Date  Crested Date  Sent Elapsed Date  Retwmed Rewm Forwerding Forwerding
Type _Document __Notics Name D Notico Notes __ Croated By St By (Days) Rowmed By Type  Addross

i

PHONE N Phone
CORRESPONDENCE 1498073 correspon
domo

Create In-Person Correspondence

Notes
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A success notification is
displayed.
Click [OK].

Notice Inserted Successfully

You are returned to the

[¥ Correspondence] tab on the
Voter Profile, and the notice is
displayed in the list.

Print Custom Label
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Reporting
To run a report of notices sent to voters for a specific timeframe and/or notice type, you
can run the Sent (Printed) Notices with Address canned report in TotalVote.

From the Navigation bar, select
Reports > Reports. TotalVote

ELECTION SOFTWARE

ﬁ Voter Registration 4 Reports ~ Elehnt ~ County Utilities ~ Help ~

Advanced Search

B M
Advanced Search Log

g Ballot Search

N Dopictrant Bocord Viswe 1 4:35:51 PM
f-ers. i - 3:30PM PST every day except Thursdays

o Buld be in July 2024.
Massih Orfanian - 12/21/2023 4:35:05 PM

Under the Voter Registration Voter Registration

section, select Sent (Printed) e tle s st
. . Active Inactive Voters By Precinct

Notlces W|th Address. Active Voters By District

Active Voters By Precinct
Activity Audit Report

Activity Summary Report
Household List

Household Mailing Labels
Late Notice Statistics

Opt Out Report

Opt Out Report with voter data
Registered Voters By Precinct

L AW/ TSNV TR

Sent (Printed ) Notices with Address ?
hmtaotatns mmacgo e smn o mcnsa e e cnead O M T

Statewide Voters By County

Voter Counts By District Type

Voter Registration Statistics by Congressional and Legislative
Walking Odd Even Voters Report

Audit Export CSV
Ballot Question Changes

The Sent (Printed) Notices Report e ——————— — T
Builder screen is displayed. . Lk

The Print Preview icon [¥] and =
Parameters Filter icon [{] is TR

toggled on (solid orange).
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Use the report toolbar to adjust the
view, and search in the report’s
contents.

Update the Start Date, End Date, and
Notices type parameters, as needed.
Click [Preview] to refresh the report.

Navigate to the Report Builder screen.

To download the report, click the
Download icon [d] in the report
toolbar.

Select a desired file format from the
file format options.

The file is downloaded in the
selected format in a background
process to the Downloads folder
on your computer.

Double-click on the file to open it.
Continue processing the file
according to your county process.

TIP: Click the Download icon [§] in
the browser to open your Recent
Download History. Click on the file
to open it.

Preview

Start Date
4/29/2024 =

End Date
51292024 =

Notices

clear sslection

Voter ID Cards

nt By Ropxe_ | Notice Return Reasunl Confirmation Notice
Notice of Incomplete Registration
= Felony Notice
N Deceased Confirmation Notice
Ballot Rejection
— Provisional Ballot Rejection
n g Ballot Envelope
Voter Inactive Reminder
= Ballot Received
Pending Incomplete Information
KNDA 4
n
s
| Acrobat (PDF) file 1
CS5V {comma delimited)
Excel Worksheet h
PowerPoint Presentation
Word Document
sent (Frintea) Motices
04/29/2024 - 05/29/2024
& Downloads b 4
« T c [J > Downloads >
® New & @ [ C A T T Sort = vView
Mla
(Ml Deskiop » Sent (Printed) Notices h
’
My Documents »
® | ® L] » o Totall X aF = (] X
h+Address.trdp co G < o ,i, -
Bookmarks

>
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134 KB « Done

Sent (Printed) Motices.pdf

|——
[ o8]
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Navigate to the Report Builder screen.
To print the report, click the click the  » » n
Printer icon [@] in the report toolbar.

|+

#

i
!

™

i
E

Sent (Printed) Notices
04/29/2024 - 05/29/2024

A Print dialog box opens.
Select the appropriate Destination =
printer. Update other print settings
as needed.

Click [Print].

Destination & CCACCT-HQH269042-X ™

Pages Al

The notice is sent to the oo
Destination printer to be printed.
The Print dialog box closes, and
you are returned to the Sent
(Printed) Notices screen

Next Step: Processing Returned Notices
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Processing Forms and Returned Notices

This document covers processes required to identify the signature area of a form or
notice, and to scan and attach individual forms to a voter profile.

Process individual forms from the Attachments tab of the Voter Profile.

Locate the voter profile using Quick
Search and select the § Attachments
tab.

Click [¥ Scan).

Select Form Type and [Scan Image].
Note: If no Form Type is selected,
Scanner settings will be blank and
cannot be selected.

Scroll down and note that the
signature is displayed in a separate
image editor box.

Confirm the signature is displayed
correctly and scroll back up to select
[Process].

P e S T T | - - | CE

a vazmas OUGLAS [o]x]/]=]u]
1m0 DoUsLAS [a]x]]=]8]
statu 3
Form pe
OPT Out Mail Ballot « v

Select Language

English v
Select Scanner |CanoScan LIDE 400 v

Show Scanner Settings on Scan [

Color Mode

OBawW

Gray

Color

Attachment Notes

| Scan Image | Load Images

Preview Mode | 1X1 v @ Edit Image
# Show Image Editor
«Rotate Lent [l Rotate Right >
Remove Selected fl Remove Al

@ Edit Signature

o

2 =
mnature / date O A  Show Image Editor

4 Rolate Left Rotate Right =

!

A
7z
¥
i
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TotalVote displays Successfully
uploaded scanned attachment.
Click [OK].

v

Successfully uploaded scanned attachment.

OK

Confirm the scanned notice is now an

Attachment in the voter profile.

© Validations “D Voting History

B Documents 2= Signatures

B Upload & Print

Attachment
Attachment Type Notes.

Search

4
® fe Correspondence @ satetie
Date Batch
Created  AddedBy County  Number  Actions

OPT Qut Mail Ballot

8/28/2024 VREMS Project

DOUGLAS  OPT-24241- EB
Team 004

Veter Registration
Application

3/8/2024

DOUGLAS EB




Uploading a Form or Notice

Forms and notices can be scanned in groups and individually attached to voter profiles.

Scan and save notices individually.
Locate the Voter Profile and select the
[ Attachments] tab.

Click [Upload].

@ Vvalidations D Voting History & Activity | @ Attachments |4 Correspondence & Ballot Info
W Documents 3= Signatures

Attagliment Type

Seh

VOTER NOTIFICATION CARD

Attachment Notes ~ Date Created ~ Added By ~ County Batch Number  Actions

612172024 -y

(o] x]/ §]

1. [Choose File] and navigate to
the scanned notice and
[Open].

2. Select the Form Type.

If the item is a voter response,
select Notice Response.

3. Add explanatory Notes.

Click [Save].

Upload File

Choose File |Notice pdf o

orm Typ

(2]
Select Language

English
Notes

Voter's response to notice. o

Confirm the uploaded file is displayed
in the list of Attachments.

TIP: Attached notices can be viewed,
used for signature clip, edited,
transferred or deleted using the
Action icons.

it Notes DateCreated  Added By County Batch Numper Actions

Address Verfication Nofice:

242024 VREMS Froject Team DOUGLAS

lelx[ ]~]u]
[e]x] ]=]u]

[e]x[-]=]u]

a0 VREMS Project Team

BR82024 VRENS Project Team DOUGLAS  ADD-24241-005

Updating Correspondence Activity

If the items added to Attachments was in response to a Notice, locate that Sent Notice
and update the record with information from the Returned Notice.

Locate the Sent notice in the

[¥ Correspondence] tab.

Scroll to the right and click [Edit].
Note: If [Edit] is not displayed, use
[Ctrl]-[-] to zoom out or use the
horizontal scroll bar to scroll right.

Create Emai Comespondence | Creale Phone Comespandence | Creale In-Person Conrespandence

Creale SMS Notoe

Time.
we G Dol Seot Elassed Dol Retmed Ret Fonaieg Fowarfing Focwsstins FowarSoa s
Cresd By |Sem By (Dmys  Retsss oy Tpe s oy e £ Deeted

=]
JET.
| A
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Complete details about the returned
notice and [Save].

Edit Notice

Notes.
Received forwarding address.

Date Retumed

Wednesday. August 28, 2024 110452 AM
Returned By
[ usPs

Return Type
[ voter InFoRMATION caRD
Foruarding Address

[ ruciway s0s, 412
Forwarding City
MINDEN
Forwarding State
n
Forwarding Zip

89423

TotalVote prompts Successfully
updated Notice.
Click [OK].

Successfully updated Notice

Confirm that Notes and notice return
details are updated in the =
[¥ Correspondence] tab.

Note that each form or notice sent to
or received from the voter is recorded
in the [N Activity] tab under Registrant
Record Actions. Action User County  Date Changed

Search

Export as CSV

Uploaded Attachment (20240828 T162421688_BaseFileName.pdf) VREMS Project Team DOUGLAS  8/28/2024 9:24 AM

Uploaded Attachment (20240828T160231851_BaseFileName.pdf) VREMS Project Team DOUGLAS 8/28/2024 8:02 AM

3
Uploaded Attachment (2024/03/img_3260517_4110715 Jpg) System 3/8/2024 12:58 AM
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Merging Duplicate Profiles

The process of consolidating the voter data from all Nevada counties into a single voter
registration database will naturally result in multiple profiles for any voter who moved
between Nevada counties. Initial database “cleanup” will require counties to work
through all the duplicates TotalVote identifies based on unique personal identifying
information (e.g., DOB, SSN4, DL#).

Potential duplicates are organized into two Task queues - in-county matches and out of
county matches. Counties can also merge known duplicates that do not show upin a
Duplicates task queue.

Out of county record matches will show up in the Task queue of all counties impacted
by the duplication. Any county can handle the merge. The county of current residence is
the county that will issue the new Voter Notification Card.

This document covers two methods of merging duplicate profiles.

In-County and Out of County duplicates are processed from different Task queues using
the same steps.

From the TotalVote Dashboard Task =D

queue, select Possible Duplicate O s
Registrants — Out of County Matches ' ‘
or Possible Duplicate Registrants — In
County Matches.

Duplicates are listed in alphabetical N
order by last name. Each line e
represents a unique voter profile. wEo

Click into any column heading to sort e
the rows in any other order. : .

To create an audit trail, click il in @
the upper right corner of the Task
queue to export a CSV of all i ——
records.

Click [Process] on either line of a pair | © =wecsu s
of profiles to launch the merge S N
process. e
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Compare the two records paying
special attention to personal
identifying information (DOB, DL#,
SSN4), status, and Effective Date
of Change.

The record with the most recent
Effective Date of Change will most
likely (but not always) be the best
record to designate as the
surviving record.

If the records match, select the
most current and click [Merge].

A Merge Confirmation warning is
displayed.

Confirm you have selected the
correct record as the surviving
record, then click [OK].
IMPORTANT: Merge carefully! There
is no “undo” function for Merged
records. If you incorrectly merge a
record, contact the VREMS Help Desk
for assistance.

TotalVote generates a Voter
Notification Card for the surviving
profile.

Note: The Voter Notification Card will
be found in Unsent Notices for the
receiving county, no matter which

county completed the merge process.

a2 Possible Duplicate Registrants

Previous

County

Registrant ID
Registration Date
County Registration Date
Effective Date of Change
Status

Status Reason

Name

DoB

SSN4

DL/ID #

Residence Address

Mailing Address

Party

Previous Name

Last Voted

Parent Name

State or County of Birth
Early Voter

Default Signature

Out of County Match
Match Type:
Status: PENDING

Select the record to be kept as the survivin,

g record.

Record 1 Record 2
% m}
DOUGLAS WASHOE
i
5/13/2024 6/20/2023
6/20/2023
5/13/2024 6/20/2023
ACTIVE INACTIVE
ACTIVE 33 DAY PROCESS
]
u
EE -
" om
u
REP REP
NV NV
No No
m

Merge Confirmation

This wall merge the following records: (Registrant ID: )

YOU sure you want 1o proceed?

and {Registrant ID; 31 4re

Voter Notification Card notice has been created
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TotalVote retains the signature of
the merged record if the surviving
record did not have a signature.
Click [Next] to go to the next
record in that queue or [Close].

st Possible Duplicate Registrants

Out of County Match
Match Type:
Status: MERGED

Select the record to be kept as the survivin d.

—[=]

Record 2

g recors

Previous

Record 1

County { DOUGLAS | WASHOE

Registrant 1D

Registration Date { 51312024 | 6r20/2023

County Registration Date | | 6r20/2023

Effective Date of Change | 5/13/2024 { 612012023

Status i ACTIVE | MERGED

Status Reason | AcTIvE | MERGED

Name | |

DoB

SSN4

DLnD #

Residence Address n n

Wailing Address L

e imom

Party i REP | REP

Previous Name | i s

Last Voted

Parent Name i H

State or County of Birth | NV i Ny

Early Voter iNo i Mo

Default Signature : m H ‘
. i

—[]

If TotalVote has not flagged duplicate voter profiles, merge duplicate profiles directly.

From the Navigation bar, select
Voter Registration > Possible
Duplicate Registrants.52

ﬁ- | Voter Registration vI Reports ¥ Election Management > (

E

| Possible Duplicate Registrants
_ Out of County Matches

»

Add Registrant

Federal Only Registrants

Reg
Process Returned Notices

. Purge Registrants

If the duplicate is not listed, click
[Add Match].

2s2 Possible Duplicate Registrants - DOUGLAS -

Match Statistics

Merged
Dismissed

Notices Created

744
80
824

=
Add Match h

)
Match Registrant Residence DLID
Type ID Name Address DOB SSN4 # P
Search
No Records
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istrant ID:* fields and click
[Display].

Etg]er voter profile ID numbers in the

g2 Add Match To Possible Duplicates List

Registrant ID:* Registrant ID:*

Cowrs [

The names of the registrants are
displayed below each ID.
If the names match, click [Continue].

Carefully compare the two records
and [Merge] as above.5

22 Add Match To Possible Duplicates List

Registrant ID:* _Rg__glstrant I_D:*
5059154 | 5201329 |
e David Anthony ~ , David Anthony

Lo R

2a® Possible Duplicate Registrants.

Out of County Match
Match Type:
Status: PENDING
Select the record to be kept as the surviving record.

[ Previous MNext 1
Record 1 Record 2
a u]
County DOUGLAS WASHOE
Registrant ID - —
Registration Date 5/13/2024 6/20/2023
County Registration Date 6/20/2023
Effective Date of Change
Status ACTIVE INACTIVE
Status Reason ACTIVE 33 DAY PROCESS
Name
DOB u IS
ssN4
DLAD #
Residence Address | H . -
[ B ]
Mailing Address H .
Party REP REP
Previous Name
Last Voted
Parent Name
State or County of Birth NV NV
Early Voter No No

Default Signature |

Dismiss || Hold Close
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Jean Gage
This is clunky and they already have to know the registrant IDs -�perhaps it will be easier in 2025


Setting Up Polling Places

This document covers processes associated with setting up Polling Places in
TotalVote.

To set up TotalVote for the first time, create and then assign polling places to the
election. Going forward, copy polling locations from a prior election, adding and
updating polling place information as needed.

If a polling place will serve both Early Voting and Election Day, create two profiles,
e.g., -Firehouse_EV and Firehouse_ED.

Create a separate profile for ballot Drop Box-only locations, e.g., GIDOffice_DB. Ensure
Polling Place and Vote Center check boxes are blank for those locations.

On the Navigation bar, select Election

. . &  Voter Registration = Repors ~ | Election Management ~ | County Utiliies = Help = LAST NAME, FIRST Barcode or 1D &
Management > Polling Locations > ‘
R . . asHos Message B ot Rt [ Recently Viewed Records

Add/Edit Polling Locations. =
- o V o
S Tasks =
B ncoaserc
B roms ©
B Mess Updates (-]

Click [Add New Polling Place]. The "
Create New Polling Place screen
appears.

3 122074
Place
T Ballot
of

s Foll Replacement  Drop  Early Polling
ration  LocationName  Id  Address ciy Zp  Description Status Center Box  Voting  Moblle Place

Provide a Location Name, enter &t Create New Poling Place  scive [
required* Location Details and Location Properties
Location Properties, and [Save]. Lecaon ame- oot epscanen conter
Essential Location Properties include: | == -
e Drop Box ‘
e Early Voting
« Polling Place s o
Location that can only serve wcere @)
voters from specific precincts P ‘ sorconn () consaornamtows
(This is not a common — S i,
situation.)
e Vote Center sl racions )
Location that can serve voters
from any cou nty precinct —
e ADA Compliant
Meets eac.gov Best

Practices: Accessibility In-
Person Voting
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https://www.eac.gov/sites/default/files/Accessibility_Checklist_In_Person_Voting_1.pdf
https://www.eac.gov/sites/default/files/Accessibility_Checklist_In_Person_Voting_1.pdf
https://www.eac.gov/sites/default/files/Accessibility_Checklist_In_Person_Voting_1.pdf

On the Navigation bar, select Election
Management > Polling Locations >
Add/Edit Polling Locations.

On the Polling Locations screen, click
[Export as CSV].

TotalVote exports a list of polling
places and location properties that
match the selected status (in this
example, Active).

TIP: Use [Export as CSV] to review
Inactive or On Hold locations before
assigning polling places to an
election.

Double click on the file link in the
Downloads folder to open the .csv file
in your system'’s default spreadsheet
application (usually Excel).

Save the .csv file in spreadsheet
format.

To group polling places by a specific
setting, use spreadsheet sort
functionality:

Drop Box

Early Voting

Polling Place

Vote Center

ADA Compliant

L

Voter Regisira

eports ~ | Election Management = | County Utliies = Help ~  LaS

Ballot Duestan Typas

Message B
WASHOE Ballot Retum
o & Tasks
Candiate Lot Draw Ordeting
@ oy Coniosts Seareh iy
“ Election Stats by County
@ o Flecions sy b
LR Offce Sesrch
B - o Eaill Officaincurmbent Management
orms
Outbound Ballt Pracessing
[ [: ] i —_rmunu g Locations | i
B Fostiioling " Assign 1o Election
e © I provsional Bellois

Locios

Aussig to Pracincs

Barcod

Recently Viewed Records

orD @

»

For. 2024 Prinary - oF

2024

Hours of

Oparation  Lacation Nama

> Deteilmes  ASPEN GHOVE
COMMUNITY
GENIFR

> DatwTmes  ASPEN LODGE AT

SIERRACANYON

Foll

id  Address city Zp  Deseription Stata

SN S0IAKESHORE  INCUINE  BOS51 960 IAKESHORE  Actve
) VILLAGE

31 (FDELWEBS  RENO B9S2 etwe.

PRy

1798 DEL WEBB
PRAY

Baliot

Replacament
Canter

False

False

Drop

Fake

False

Earty
Voting

False

False

—

Palling
Mobile Place
Fakse Fase [
]
&
rae  Fase [
k]
8

Fle  Home msen  rage toyout

» - %

':\,.MN.M bodress cry 2
[ASPEN GROVE COMMI 960 LAKE!INCLINE\
e

Daa  Reiew View  Auomate

Locarion Name

Deseriptcsias _ Latnude

v "
2 89151 960 LIKES acive
3 |ASPEN LODGE ATSIERF 1796 DELRENO | 69523 1798 DEL \active
eV RanCH aon e
5 BILLINGHURST MIDDLE 6665 CHERENO #9523 6685 CHE:acthe
5 [BOWERS FIRE STATION 3509 HIW\CARSON (69704 3805 OLD.acty

7 [BROWN ELEMENTARYS 13815 SPIREND. 13615 SPE acte
5 [CAREER COLLEGE OF 1471 PULISPARKS 89434 1421 PULLactve
5

ILLREN
0|COLD SPRINGS MIDDLE18235 CORENO.
11 |DAMONTE RANCH HIGH0500 RICRENO.
12 DEPOALI MIDDLE SCHCS300 WILFENO.
13 DILWORTH MIDDLE SCI255 PRAT SPARKS
Escreno

9508 16235 COlactive
83521 1050010 actie
89521 8300 WiLB active
5431 255 PRATE active

15 DOVINTOVIN RENO LIB301 S UNIFENO.
16 EVELYN MOUNT NORTF 1301 VAL RENO
17|FAITH LUTHERAN CHUF 2075 WTTRENO.
15 GALENA HIGH SCHOOL 3600 BUTIFENO.

89501 301 5 CENactive
89512 1301 VALL active

P .
89511 3600 BUTCactive

ALPREND
20 HUNGRY VALLEY GYNM 9075 EAG SPARKS
opiaces | @

44z 5075 EAGLactie

Help  Acobat Comments | 15 share -
" ' f 3 L MoN 3 a | ®r s 0 u

EaryVoriHoblle  Polling Place
Yes No  No N No  No No  MNo Mo No Mo
e Mo Mo Mo N No N Ne  No  Ne Mo Mo
e Mo Mo Ne  No Mo N Mo Mo N2 Mo N
No Mo No  No Mo Mo MNo No  MNo Mo No Mo
ves Mo No N Mo Mo N No  No Mo No Mo
No Mo Mo Mo No Mo N Mo Ne  Na Mo N
No Mo No  No  No  No  No  No  No Mo No Mo
No Mo No  No Mo Mo N No  No Mo No Mo
No O O A
No Mo No  Ne  No Mo Mo Mo Mo Mo No N
No Mo No  Ne Mo Mo Mo No  No  No  No Mo
No Mo Mo Mo N Ne N Ne  Ne  Ne Mo Mo
No Mo Mo Ne  No Mo N Mo Mo Na Mo N
No Mo No  No Mo Mo MNo  No  No No  No Mo
No Mo No N Mo No N No  No Mo No Mo
No Mo Mo Ne  No  No N Mo Mo Na Mo N
No Mo No No No  No  MNo No No No  No Mo
No Mo No  No Mo Mo N No  No Mo No Mo
No Mo Mo Ne Mo Mo N Mo Mo Mo Mo Mo

Bl 5

[T T D —t——T

ingPia ®

i
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Check location details and status of o
polling locations and adjust as TotalVote
needed.

From the Navigation bar, select P oncrgorr e[S oo et | :

Ballot Qluestion Types

Election Management > Polling ~ S m——
Locations > Add/Edit Polling © Conan i o

VREMS Project Team -

. © o Canditate Search , N
Locations RT———
@  Puss Elesions oty Malshes v
-
© S o umbent Management 4
@ Q@ Ty »
B mosces Q@  ume arse Assign 1o Eleciion »
Provisional Ballots Assign to Precincts
P o ERE——

Results Regenerated History

Select 7 to edit a Polling Place
profile.

I - 07032024

Active
Ballat
Hours of Pall Replacement Drop  Early Palling
Schwol Jennings Schoul
Way
> DaleTimss Eko Convention 197 700 Moren  ELKO 898801 Elko Convertion & Aclive  False Falsa  False Faiza  False rd
& \isitors Aurhorit Way isitors Authorit Y
a8
.
Make any necessary changes and
click [Save]. Bupins | B3
Images. Contracts Site Assessments

Status History

Etfective Date Status
DBI24/2024 17:27:33 Active
0510472018 12:0917 Inactive

From the Navigation bar, Select
Election Management > Polling S
Locations > Assign to Election. o PR st
NOTE: Only Active status locations

#  Voter Registration = Reports ~ [ Election Management ~ | County Utiities +  Help = LAST NAVE, FIRS Barcode or ID &

Ballot Question Types.
Jallot Question Type: [ Recently Viewed Records

Cancidate Lot Draw Drdening

o Regi Candidate Search »
. . . Election Status by County
are listed and available to be assigned - .
. W nconscre Office Search
to an election. . @ cormanbortiecponen b :
BB Mass Undaies @ B pging L gcations M ad/Edit Poling Locations 4
B = e '
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Select the current Election from the ~
dropdown list.
Click ALL to set that location as a

Voter Registration ¥ Reports ¥  Election Management~  County Utilities ¥ Help ~

Vote Center accessible to voters from fissan Feling Fisees fo Sieeton ERSICHAnISS) [CSESChnces
all precincts in the county, or choose Election

specific precincts the polling place [ (6.3 Ki State Training - 07/23/2024 - 1905 | e )
will serve, and [Save Changes]. [ o=

Douglas County Community Center - DB
Douglas County Community Center - ED
Douglas County Community Center - EV
GAXLKU

Historic Courthouse

ndian Hills GID Office

Copying Polling Place Selections

If polling places were assigned to
prior elections, select Copy Polling
Places from Election to Election. Assign Polling Places (o Election Sawe Changes  Cancel Changes

A  Votor Registration - Reports - Elction Management »  County Utiities ~ Help~  LAST NaME IRST Sarose or 1D &

Election

=
[l Coey Poliing Piaces from Election o Election

10 This will allow copying all polling places from one election to the other.

Choose Source Election and
Destination Election from dropdown
lists and click Election 1
[Copy Polling Places to Destination].

The system confirms “Copied polling
places to the destination election.”

e o) e o oars

@ This will allow copying all polling places from one election to the

Assign Polling Places to Election Save Changes  Cancel Changes

other.

Source Election (Election to copy polling places from)

Presidential Preference 24 - 02/06/2024 - 212

Destination Election (Election to copy polling places to)

2024 Municipal MM - 09/25/2024 - 1765

ﬁ Copy Polling Places to Destination
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Entering Incumbents
This document covers processes associated with entering Incumbent information in

TotalVote.

From the Navigation Bar, select
Election Management >
Office/Incumbent Management.
Click the Select District Type menu
bar and select the District Type.

i  Voter Registration~ Reports~ Election Management ~ County Utilities > Help > LAST NAME FIRS

Office/Incumbent Management

Seloct District Type
eTRICT CourT 30

If there are multiple districts within a
District Type, click Select District and
select the District.

* Voter Registration ~ Reports~ Election Management > Gounty Utilities~ Help~  LAST NAME, FIRST

Office/Incumbent Management

TOWNSHIP

Select District

TOWNSHIP: CJP

TOWNSHIP: EAJ ﬁ

TOWNSHIP: EJP @
TOWNSHIP: WIP

With the District Type and/or District
selected, click [Load Offices].

Lise Embley ~
CHURCHILL

y County Admin
TotalVote

Voter Registration ¥ Reports »  Election Management > County Utiities ¥ Help ~

LAST NAME, FIRST Barcode or ID il
Office/Incumbent Management
'WARD v
CITY OF FALLON: WARD 1 v

==

Click [+] to display blank Incumbent
detail.

Office/Incumbent Management
Gy

CITY OF RENG AR

anie s =many
aten Swpmak et Fon P - Tembwgh iy F N Sty Pt By
amroe
+ |Edmvew  CiyTes 0 He Ho N ar RENG! Ves a Na
WARD 1

+  Emvew  Maolest O 3 Ho o ot HENO. ves a o

e
i
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If no Incumbent is listed for the Office B T T -
selected, click [+Add Incumbent]. —

Enter required* Incumbent . i
information and [Save]. — —

Term End

Select Term MMy MMty
Addross 1 Adaress 2 Aderess 3
Party Code Website Email
Phons Fax
Phone 2 Fax 2
Selected Reslgnatlon Date l
Select Placement MMy
cancel
T

To review all Incumbent information, Offcellncurbent Managemen!

COUNTY

return to the Office/Incumbent
Management screen and click
[Incumbent Data CSV]. I

4 Efithiew  ASSESSOR 11240 Mo No [ ary ta ¢ 08RA08 o
CLERK-
4 EmMew  TREASURE 11415 Mo No N are N s oRzaZ2s Mo
R
SEREg | DISTROT | 1 : e " o -
+ Ea ANy Te1s H N [ an Na : OsmamRE N
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Setting Up an Election - State

The state is responsible for creating state-wide, multi-jurisdictional, and state-level elections
(primaries, generals, special, or recall elections), and adding all state-level or multi-jurisdictional
contests and candidates. Once created, counties are responsible for adding local contests,

candidates, and ballot questions.

To view each District type and the
associated Precincts, select State
Utilities > Districts from the
Navigation Bar.

Click into the District Type field and
select a District Type from the
dropdown list.

A listing of each District number,
shared counties, and total active and
inactive registrants is displayed.

To modify a District, select County
Utilities > District Type > District
Name.

For more information, see Verifying
Districts and Precinct Assignments.

To modify Precincts, select County
Utilities > Precinct Splits.

4y  VorerReglsration ™ Reporis ™ Electon Management ~ [ State Utlities = | Help»  LAST NAWE, FiRsT Sarcode or ID @

B Message Board @

° No messages to display

= nw Import Fila

ERIC

Logalization Acmin

ﬁ Voter Registration ~ Reports ~ Election Management ~ State Utilities > Help~  LAST NAME, FIRST

[ Districts

District Type

Select District Type | i

Select District Type
ASSEMBLY
BOARD OF REGENTS
CONGRESSIONAL

DISTRICT COURT JUDGE
PRESIDENT AND VICE PRESIDENT
SENATE

STATE EDUCATION

STATEWIDE

R Districts

District Type
BOARD OF REGENTS
o Search
PD Number Name Shared Counties Description Aclive and Inactive Regi.
ELKO, ESMERALDA. -
o REGENTDISTRICTOF | EUREIA, LINCOLN, 53549 7 crangeLog
NYE, WHITE FINE
CARSON EITY,
CHURGHILL,
09 REGENTDISTRICT 08 DOUGLAS, LANDER, 185,69 #  Change Log
LYON, MINERAL,
STOREY, WASHOE
0 REGENTDISTRIGT 10 WASHOE 157,13 / GhangeLog
. N . HUMBOLDT, _ I
. REGENTDISTROT 11 PRt e 154,022 / Cango Log B

“ . oM J v items per page 1-40f 4 items

LT —

plotret Type: Assignment Statistics
TOWNSHIP | d—

District Name' Total Precinct Spits 1
PO —— | A Precinct Spits assigned t Distiot 2
Precinct Splits m

b
County Assigned Parts Totial Parts

4t Precingt Splits

+ New Preginct | ¢ New Precinot Spiit From Copy | + New Precinct Spiit | & Update TotalAddress Precinct Spiit List | (@ Shaw Active Only

“County  Pracinet Spilt # of Registrants

Search

> ELKO 01.00 1,747 ChangeLog Bl Combme (MCopy o Eoil | Deactivale
> ELKO 0200 1,446 CrangeLog Bl Combme (®Copy o Edn | W Disachivate
> ELKO 04.00 1,387 Chenge Log Blgmiee (MCopy 4 £l | #Deacivele
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If the election is part of a state-wide
or multi-jurisdiction election, add a
new election.

From the Navigation Bar, select
Election Management > Elections.

Click [+Add Election].

Jurisdiction defaults to STATE.
Select the Election Type.

The system suggests an election
name, which can be modified. Update
the Name as needed.

Enter an Election Abbreviation.

Enter the Date.

Required* date fields populate
automatically based on the *Election
Date.

Note: Filing Start: and Filing End: are
not currently managed in TotalVote.
Scroll to the bottom and [Save].
Once the new election is saved, it
becomes the selected election.

M volor Realsiration > Reports ~ [ Election Management ~ | County Utlities = Hojp > LAST AV, FIRST

 Message B
DouoLAs
° No message

&
TotalVote

ELECTION SOFTWARE

Eloction
L] Junsditian  Type Date Nama

Eloction  Elaction

2s2 Add Election

* durisdiction:

STATE v

“Elaction Typa:

“ Election Date:

* Election Name:

2024 General

Election Abbraviation:

GENERAL ~

11/05/2024 o

Description:

22 Edit Election

* Jurisdiction:

DOUGLAS v

* Election Type:

SPECIAL v

* Election Date:

1013172024 [a]

* Election Name:
Jg SPECIAL Lise
Election Abbreviation:
Jg SPECIAL Lise

Description:

Filing Start:
mm/dd/iyyyy —— —

AVR Lockout Date:
10/08/2024 11:59:59 PM
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%

& Recently Viewed Records

[ - =
5 e
seny LestDeyto  Earny voung
UOGAVA  Books  EuwrlyVoting RequostMail  inPerson  Early Utingin Actions &
Descripton Bailots Giosen by Mail Open  Baiiot agen Person Glosed  Reparts

Send UOCAVA Ballots:
0912112024 =]
First Day In Stats to ba mailsd:
10/16/2024 a
" Last Day Out of State Ballots:
100772024 =]

* Last Day Absentee or Replacement Ballots:

1003112024 [m}
Early Voting by Mail open:
mmiddi2024 =]

Early Voting in Person closed:

mmidaiyyyy a
Filing Start:

MGy i A
AVR Lockout Date:

10/08/2024 11:59:59 PM a]

* Last Day of UOGAVA Ballots:

103112024 =]

Last Day of In Stata Ballots:

10/22/2024 o
* Last Day No Daily Mail Service:

10/18/2024 o
* Last Day to Request Mail Ballot:

10/3112024 =]

Early Voting in Person open:

mm/dai2024 n

* Close of Canvass:

111152024 B
Filing End:
mm/ddlyyyy =i - n

Post Election Pracessing Date:

11/06/2024 11:58:59 PM =]

@

* Sand UOCAVA Ballots:

0811742024 =]
* First Day In State to be malled:

10/14/2024 [u}
* Last Day Out of State Ballots:

1002772024 =]
* Last Day Absentee or Replacement Ballots:

1010372024 a}
* Early Voting by Mail open:

10102024 =]

* Early Voting in Person closed:

* Last Day of UDGAVA Ballots:

1002712024 =]
* Last Day of In State Ballots:

100122024 u]
* Last Day No Daily Mail Service:

10812024 ]
* Last Day to Request Mail Ballot:

1002772024 f
* Early Voting in Parson open:

1001012024 ]

“ Close of Canvass:

107282024 [=} 1114/2024 a
Filing Start: Filing End:

mmiddlyyyy —i- - o mddyyyy - ~ a
AVR Lockout Date: Post Election Processing Date:

1010342024 11:59:59 PM =} 110112024 11:50:59 P =}

Filing End:

m] mm/ddryyyy —:— - (]
Post Election Processing Date:
jm} 11/06/2024 11:59:59 PM [m]




Offices to be included in the election are pulled from Offices/Incumbents data in
TotalVote. It is essential to ensure they are accurate.

From the N aVigation Bar; SeleCt ﬂ “loler Regisiraion = Reporls = Flecion Management »  Siale Uliliies »  Help = LAST NAYE FRST f—— &
E | eCtI O n M a n ag em e nt > Ofﬁillncumhent Management
Office/Incumbent Management. e,

Click the Select District Type menu
bar and select the District Type.

CONBRESSIONAL

With the District selected, click Ot ersgmens
[Load Offices].

Click [Edit/View] to review each T —
Office.
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Review/enter the following Office
fields and [Save].

If Is Vacant is selected, the
Office will be included in Ballot
Setup based on Next Election
date.

Is General triggers inclusion
on General Election ballots.

Is Active must be selected for
the office to be added to a
Ballot.

Term* triggers ballot inclusion
in relevant future elections.
Office Sequence Number is
based on the state’s assigned
range; specifies the office’s
placement on the ballot. See
Appendix: Office Sequence
Numbers

Next Election: Enter date of
next election (e.g.,
11/05/2024)

Federal Only. This checkbox
must be selected for this
office to appear on a Federal
Only (Precinct 99) ballot.

Verify each office associated with the
District.

After reviewing each office in a
District, print a summary list to proof.
From the Office/Incumbent
Management screen, click

[Office Data CSV].

= Office:
Base District Type ©
p—
Filing District Type

General Voting District Type

Primary Voting District Type

iea Prositort

Is Primary Partisan

e
U Prosinon an L
s Vacant
Term *

o
lary Tpe

Salsct v

Filing Fee
Minlmum Age

35
Handled By
Statement Word Limit

0
Additional Requirement

Naxt Election
111052024 (s}

Notes

Federalony @)

BPre Tatlvéls

Office/Ineumbant Management

GONGRESSIGNAL

Office/Incumbent Management

CONGRESSIONAL
Load Offices
iee
oree Sequences | lsVacant
CONGRES
+  EdiView  SIONAL 1200 No
DISTRICT 2
CONGRES
+  EdiView SIONAL 1300 No

DISTRICT 4

153

Filing District

General Voting District

Primary Voting District

Is Primary Non-Partisan | Is General @ ) Can File Again?

con

Vote For *
1

Salary
ancoco.

Recurrence
0

Office Cade

Biography Word Limit
0

Is Active [3]

oties Data csv [l meumnent Dat GSv

-—) |
e

us
REPRESEN

us
REPRESEN
TATVE
concres '

SIONAL
DISTRICT 4

11052028 Yes

1052024 Yes



A .csv file is exported to the - o x
Downloads folder. Double click on the

file to open it in default spreadsheet tione/Offices-Incumbents maQ w 4 A
app (usually Excel).

&=
[ ]

RS: CHAF i i ! »
nzl. offices.csv
0248 + Done
-
STATE
State Administrator
Confirm essential fields: B s o : PR S
o NeXt Election (date) Office IsPrimary Is Primary Non Is General Term |[Next Federal Is
1 |Office Sequence # Partisan  Partisan Ballot Length |Electi Only Active
[ Federal Only (yes) 2 |CONGRESSIONAL DISTRICT 2 1200 No No Yes 2| 11/5/2024 Yes Yes
3 |CONGRESSIONAL DISTRICT 4 1300 No No Yes 2| 11/5/2024 Yes Yes
e Is Active (yes) :
Repeat the process for each District Offce/incumbent Management
Type. =~
.....
e Scamrin § . T ool Tomlowah  Flrofer O
]
DISTRICT
COURT
1, 0ERT ]
oETRICT oisTRICT
COURT CouRT
+  Estven JUDGE 13112 Na No No o wosE, N osmE026 Mo
DISTRICT DISTRIGT
1

2, 0FPT2
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Setting up a Ballot - State

With districts confirmed, the election created, and offices reviewed, begin adding
contests, candidates, and ballot initiatives to the ballot.

From the Navigation bar, select
Election Management >

Ballot Set Up.

State functions are displayed in blue.
[Statewide Contests] is the default.

If the Contest is not in the list, click
[+Add Contest].

Click into the District Type* field and
select a District Type to begin adding
contests.

Expand Contest Information screen.
Select the District Type. Edit the
Ballot Title.

Important: Ensure Is in Election and
Federal Only are both selected.
Complete required* fields and [Add].

If the Contest is listed, click [+] to
view contest details.

A o RensTaon T Resors T Elecion Manigement = St Uilies T Help T LA T HAYE, FIRET f— @

Ballol Set Up
Select County

EEEIEN TSN | County Contests | Slatewide Ballot Question | County Ballot Question  Ballat Styles

Stale Conlests

Expand All Rows | Gollapse a1l Rows

et
+ Zeo g1 Yes o
ASSEMBLT o
+ Jem  DSWICTE a5 AsseuBLY 0 2 Rou 1 1 weo "o
(ASSEMBLY B Delele
wm
Ofice e y - Temlengtn  TemType Vel For o Cardiai - o
Change Log
" B Dote
ge Log
asan AsseuBLT@) 2 Roguir

State Conlests

District Type - District”

ConGRESSIONAL U5, REPRESENTATIVE CONGRESSIONAL DISTRICT 2
Office *
coni-
Ballet Title:
GO - GONGRESSIONAL DISTRIGT 2 (U 5. REPRESENTATIVE GONGRESSIONAL DISTRIGT 2
Vote For Term Length
Term Typa © Filing Start
Ragular sy o
Filing End Statement Word Limit
ey ]

Biography Werd Limit ict At Large ALL Filing Fee. I5 In Elaction @
Filing Fee Cost Office Sequence #1200

W-

Ballot Set Up

2024 Mock 1 Primary - 0312/2024

(SIS Statewide Contests  Statewide Ballot Question  County Ballot Question  Ballot Styles  Import/Publish Ballots  Lock

Notes

County Contests

i o

Total # of Contests: 3 - Total # of Candidates: 12

Candidate Search

First Name Last Name

Ballot Tile  Ofiice Sequ,. Distict Type District Name Term Length Term Type  VoteFor  #of Candid.. s In Election Federal Only

> = : . (B
l . STATE -
e ASSEMB! Change L
Assembl - ~hange Log
JEm o AN v 2 Reguler 1 4 Yes Ho -
DISTRICT @ Delete
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Adding Candidates

To add a Candldate to a Con-tes-t' o R T o N i T Fw:uvilonly‘
click [+Add Candidate].

con-
o -
oL po—
e
- JEa REPRESEHTA 1200 con hosd 2 Regulai 1 o Yes es
Tve CONGRESS! B Delete
e
oovorcss Sracrs
ot
=
Candidates
Cwems  regsanD | taitams | Cresianar reioas  rwosa Py moms  owen

[y——

Enter required Candidate Information: | —
Ballot Order, Ballot Name* e B
(candidate’s preferred name as it
should appear on the ballot), Party*, } )
and Candidate Type*. omin T ]
[+Expand] Candidate Details.

[E—
Ballot Candidate

s Cavte o
Mevada Green Party ‘ v } State Flied |

Search for the candidate in voter essreceon N
records entering the candidate’s first i

and last name, then [Pull Voter]. _—

Residential Address

Anarase Aedrass Ling 7 oy o - EN

If more than one name matches the
search criteria, the system prompts
“Multiple Voters Found.”

Click [OK] and [Select] the correct
profile from the list.

Muitiple Voters Found

Select the voter you would like to pull in from the
duplicate voters grid.

The system confirms Voter pulled
successfully. Click [OK].

Voter Pulled

Voter pulled successfully

oK




Candidate Details are completed by
the Voter's profile details.

NOTE: The Candidate’s party on the
Candidate > Contest screen is
entered manually and may not match
the voter’s registration. To confirm
the Candidate’s party of record, look
up the candidate’s full voter profile
using the Quick Search.

[+Expand] and complete Campaign
Details and Office Details sections of
the Candidate profile.

Choose the candidate status and
[Save]

NOTE: Candidate Status must be
Approved for the candidate to show
on the ballot.

Candidate Ceiais

Tite o v
Pzt il
KATIE u
Residential Address

" 5
DRESSAGE C1 RENO Y

WASHOE

Campaign Details

Campaign Name

Campaign Mailing Address

Pull Voter | = Collapse

Address Address Line 2 city Select State Zip
Phone Email Website URL
Campaign Social Media
Facebook Twitter Instagram YouTube
Office Details
Filing Number Select Filing Delivery Type ™ 0810612024 * Approved
Select Payment Type Check Number Receipt Number

¥

 Cance 8 Priseve

After all candidates have been entered, set the order candidates will be listed on the

ballot.

From Election Management select
Ballot Set Up and open the list of
candidates associated with a
contest.

Click column headings to sort
candidates by name or filing date.
Enter numbers in the Ballot Order
column.

From the Navigation bar, select

Election Management > Ballot Set Up.

US President
— andUsViee 10 pup 4 Regular 1 s
President @
Candidates
Candidate # Registrant ID FaHnlName Canddate N.. Filng Dale  Filng Status  Party
Gandidate,
ZEdt Blscan @ View 1 Name 5202024 | Approvea | DEM
4iCandidate
Candidate
Zedt Wlscan @ View Name 512012024 | Approved | 1AP
2Candidate
Candidate
ZEdt EScan | @ View Name soon02e | approvea | NON
3/Candidate

Ballot Order | Wrte In

1

2

3

&
TotalVote

ELECTION SOFTWARE

Voter Registration ¥ Reports * Election Management > County Utilites > Help >

AST NAME, FIRST Barcode or ID £

Lise Embley ~
CHURCHILL

County Admin

ﬁ 2024 Mock 1 Primary - 312/2024
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1 pelete

Change Log
T Delete

Change Log

1 Detete

Change Log

1 Delete



Select Statewide Ballot Question on
the menu bar, then click

[+ADD NEW STATEWIDE BALLOT QUE
STION].

Set the District Type to State and
enter Date Received and Date Filed.
Set the Office Sequence No.* to
follow the last Office Sequence No.
set in Office/Incumbent Management
for a similar office type. For example,
if the Office Sequence No. set for the
first City Council candidate was
16001, the Office Sequence No. for
the next City Council member would
be 16002.

The first Office Sequence No. for the
first Statewide Ballot Question would
be 19001.

Note: Office Sequence Number
ranges are assigned by the State.

See

Appendix: Office Sequence
Numbers for a full listing.

Enter all other required fields* and
[Save].

Ballot Set Up

Statewide Ballot Questions

+ ADD NEYY STATEWIDE BALLOT QUESTION |

Total # of Ballot Questions: 0

Add New Statewide Ballot Question E

District Typa * Office Saquanca No. * Date Raceived *

‘ ‘ Y3001 ‘ 050712024 [

Federal Only

[[swrewos

District Name

Ballot Question Type ~

+ EXPLANATORY STATEMENT

Explanatory Statement

B I U Fomal JIEEzEE EEEE se =

Shert Description @ m e Against Text @

AE AE

Completed Text URL ©

AG Short Deseription @

Optional Text @ m

+ COMMITTEES FORAGAINST
—
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Running Candidate Proofing Reports

Proof candidate and contest data entry using two Election Management reports.

On the Navigation Bar, select Reports > Reports and scroll down to Election

Management.

e Candidates in Election
e Contests in Election

From the Navigation Bar, select
Reports > Reports.

Scroll down to the Election

Management heading and run reports:

e Candidates in Election
e Contests in Election

To print a report, select the Printer
icon.

The Print dialog box is displayed.
TIP: Note the number of sheets of

paper (upper right corner of the Print

dialogue box) and scroll through the
report preview to confirm the report
contains the information you need
before clicking [Print].

Select Print settings and [Print].

Federal Partisan Offices

Election Management
Ballot Packet Secrecy Page

Candidates in Election
Contests in Election

Cost Tracking
Elected Officials
Election Districts Included in Election

Summary Bucket Report

—

& Recently Viewed Records

Range Office

0001 - 1000 President and Vice President of the United States
1001 - 2000 United States Senator

2001 - 3000 Representative in Congress
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Statewide Partisan Offices

Range Office

3001 - 4000 Governor

4001 - 5000 Lieutenant Governor
5001 - 6000 Secretary of State
6001 - 7000 Treasurer

7001 - 8000 Controller

8001 - 9000 Attorney General
9001 - 10000 State Senators

10001 - 11000

Assembly

Other State and District Offices

Range

Office

12001 - 13000

Statewide nonpartisan offices

13001 - 14000

District nonpartisan offices

City/County/Township Offices

Range

Office

11001 - 12000

County and township partisan offices

14001 - 15000

County nonpartisan offices

15001 - 16000

Mayor

16001 — 17000

Council members according to ward in humerical
order; if no wards, in alphabetical order

17001 - 18000

Municipal judges

Ballot Questions

Range

Office

19001 - 20000

Statewide Questions

20001 - 21000

County Questions
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Setting Up an Election - County

This document covers processes associated with a county user adding contests,
candidates and ballot questions to an election created by the State.

The state is responsible for creating state-wide, multi-jurisdictional, and state-level elections
(primaries, generals, special, or recall elections), and adding all state-level or multi-jurisdictional
contests and candidates. Once created, counties are responsible for adding local contests,
candidates, and ballot questions.

The 2024 General Election has been created in TotalVote in PRD.

If the election listed below your login o
is not the 2024 General Election, click | TotalVele
the red election bar. A list of past and ~ |# e s s s e = 2
scheduled elections is displayed.

Begin entering the election ID number

(1774), date, or name in the search + nstElocon |
. . Last Day

bar. The list of options narrows to o Gy Gy
. . send Veting Request Voting in  Voting in

ma‘tch the Cr|‘ter|a en‘tered Election Election Election  Election UOCAVA Books by Mail  Mail Person  Person

° Id Jurisdiction Type Date Name Description Ballots Closed Open Ballot Open Closed

—
1764 STATE PRIMARY  7/24/2024 2024 6/10/2024 6/12/2024 T7/20/2024 TN212024 71212024
Primary

1760 STATE PRIMARY  €/30/2024 2024 5172024 5/15/2024 6/26/2024 6/24/2024 6:28/2024

Primary
™

212 DOUGLAS  Primary  2/8/2024  Presidential
Preference
24 m

Open the [Actions6] dropdown and
Select Election.

The election is highlighted in the list
of elections and displayed on the
election button under username and
administrative role on the dashboard.

The election will remain active until it

is time to begin preparations for the o .
o PreP TotalVote .
next election. ELECTION SOFTWARE — E G

Voter Registration ¥ Reports * Election Management * County Utilites » Help~

LAST NAME, FIRST Barcoda or ID bod

Offices to be included in the election are pulled from Offices/Incumbents data in
TotalVote. It is essential to ensure they are accurate before moving forward to set up
the ballot.
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From the Navigation Bar, select
Election Management >
Office/Incumbent Management.
Click the Select District Type menu
bar and select the District Type.

A
TotalVote

ELECTION SOFTWARE

A  Voter Registration - Reporis~  Election Management~ County Utiies = Help~ LASTNAME, FIRST

Office/Incumbent Management

‘Select Distrct Type

‘Select Distict Type
amy
CONVENTION
COUNTY
COUNTY COMMISSION
FIRE

b

With the District Type selected, click o
[Load Offices]. TotalVote e

ELECTION SOFTWARE

2024 Mock 1 Primary - 3112/2024

Voter Registration ¥ Reports ~  Election Management ~ County Utiities ~ Help ~

LAST NAME, FIRST Barcode or ID &

Office/Incumbent Management
WARD

CITY OF FALLON: WARD 1

=3 —

To print a summary list, click
[Office Data CSV].

Office/Incumbent Management

CONGRESSIONAL

Load Offices
# Offce ata csv |l incumbent Data csv

P 0 R e T | et | g |tk | sy
us
Repsesen
oisTacr2
us

SIONAL

Confirm essential fields:
e Next Election (date)
e Federal Only (where
applicable)
Is Active (yes)

ctions/Offices-Incumbents

G QA w & a4

“—
®

RS: CHAF »
a) offices.csv

1,024 8 + Done

STATE

State Administrator

e Repeat the process to review
the offices for each District
Type.

A B D E H L R S AC
Office Is Primary |s Primary Non Is General Term Next Federal Is
1 |Office Sequence # Partisan  Partisan Ballot Length |Election Only Active
2 |CONGRESSIONAL DISTRICT 2 1200 No No Yes 2| 11/5/2024 Yes Yes
3 CONGRESSIONAL DISTRICT 4 1300 No No Yes 2| 11/5/2024 Yes Yes
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To modify an office associated with
the District, click [Edit/View].

Enter/update all required* fields and
[Add]/[Save].

Is Active must be selected for
the office to be added to a
Ballot.

If Is Vacant is selected, the
Office will be included in Ballot
Setup based on Next Election
date.

Is Primary Partisan and Is
Primary Non-Partisan should
not both be selected.

Is General triggers inclusion
on General Election ballots.
Term* triggers ballot inclusion
in relevant future elections.
Office Sequence Number
specifies the office’s
placement on the ballot. See
Appendix: Office Sequence
Numbers.

Can File Again? is for county
use and does not impact
reporting or ballot setup
functions in TotalVote.

Next Election. Enter date of
next election (e.g.,
11/05/2024)

Office/Incumbent Management

DISTRICT COURT JUDGE

l Load Offices: l -—

e Soqmd b Sweon Parisn

o Torm Longhh o
DISTRICT DISTRICT
COURT
12111 Har [ Ko ne) WESE, Mo 5 050812026 No
BISTRIGT
1
BISTRICT
COURT COURT
+ EdlVen JUDGE, 13112 Na No Na Dc) JUDGE, Mo [ 06192026 Mo
DISTRICT DISTRIGT
DEPT2 1
- _— e Par & 2 -

ary CITY OF REND WARD 1

TP

Genaral Voting District Trne General Vofing District
Frimary Voling District Trpe Frimary Voting District
Office | o
s Vacant B L Is Primary Partisan © a s Primary Mon-Partisan J Is Ganeral @ o Can File Again? Is Active @
Torm - o

2
Salary Type iy

et
Filing Fee Recurrence

0

Minimum Age offce Code

o
Handied By Offcs Ssquspes Numbar

0

Statsment Word Limit Biography Word Limit

0 0
Additional Requirement

P

Vel Election

reniddy 0
Voten

p
Federai Ony
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Setting up a Ballot - County
After reviewing and confirming or updating offices, the next step is to set up the ballot.

Adding Contests
There are two ways to add county and local Contests in TotalVote:

» Using Election Management > Schedule Contests
» Adding Contests individually.

Using Schedule Contests

If Next Election dates have been set for each office, use Schedule Contest to
automatically create Contests for the current election.

From the Navigation bar, select
Election Management >
Schedule Contests.

TotalVote warns that you are adding
contests to the current election.
Click [Yes] to have TotalVote
generate Contests automatically. i i i

n

TotalVote reports how many
Contests were added to the election.
Note: Do not click twice to

[SET UP CONTESTS] or the Contests et e n e eeten

33 Tolal Conlests Added fo this Election

will be duplicated. [ |

From the Navigation Bar, select e e e e e T :m.ﬂ.o"'»
Election Management > Ballot Set Up i ) o
and review the Contests created

automatically. + 4
[¥Edit] to change Contest details. = b )
[® Delete] to remove a Contest. = " o Y e

National and State-wide Contests, Candidates, and Questions have been entered by the
state and can be viewed but cannot be modified by county users.
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Adding Contests Individually

County and local contests can also be added individually, either to add to those
generated automatically, or to set up the election manually.

From the Navigation bar, select
Election Management >

Ballot Set Up.

[County Contests] is the default.

allo
2024 Mock 1 Primary - 03/12/2024

Notes

County Contests

Candidate Search

First Name

l Stale

Assemaly
SER eiiao ©

[GVVILLEE R Siatewide Contests  Statewide Baliot Question  County Ballot Question  Ballot Styles  ImportPublish Ballots  Loek

Ballot Tile  Ofice Sequ.. Distict Type District Nam¢ Term Length Term Type  Viote For

=

Expand All Rows | Collapse All Rows

Total # of Contests: 3 - Total # of Candidates: 12

Last Name

4of Candid.. Is In Electian Federal Only

B S (o
STATE -
ASSEMBL pro—
¥ 2 Reguler 1 4 Yes Mo
DISTRICT 1l Delete

If the Contest is listed, click [¥ Edit] to

review or update contest details.

Notes

County Contests

Candidate Search

First Name

SSEEE  Statewide Contests

1 DafolTile  Ofice Seque. Distict Type

Statewide Ballot Question  County Ballot Question  Ballot Styles  Import/Publish Ballots  Lock

Total # of Contests: 34 - Total # of Candidates: 5

Last Name

DistictName TermLengih TemnType  Vole For  #0fCandida. 1 n Elecbon Federal Only.

Wy -
COMMISS| - ~
-
If the Contest i t listed, click scrooL scroce
e Contest is not listed, clic o
+ -AT LARGE 1413 &0l DISTRICT G - 4 1 2 Yes
[+Add Contest]. =
sehooL SCHOOL
e
+ E::TRICTA 14132 0T ;\R::Ef.k 4 1 2 s
L] . 2 3 4 5

+Add Contest | BPRY
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Expand Contest Information screen.

e Select the District Type,*
District,* and Office*; edit the
Ballot Title.

e IsIn Election must be
selected for the Office to be
included in Ballot Setup.

¢ Note that Office Sequence
pulls from the
Office/Incumbent
Management screen and
determines placement on the
ballot.

Complete required* fields and [Add].
Note: If the Office is not available in
the dropdown list, return to Election
Management > Offices and
Incumbents to add it.

District Type -

Filing End

mmisayyyy

Biography Word Limit

Filing Fee Cost

Additional Requirement
Notes

Federal Only

Pro Tetalvole

Before beginning the process of adding candidates to the Election, locate each
candidate in TotalVote, note their Registrant ID and confirm their Party of record
matches the Party on their Candidate Filing.

To add a Candidate to a Contest,
click [+Add Candidate].

Enter required Contest Information:
e Ballot Order
e Ballot Name*
Candidate’s preferred name
entered in Initial Caps, last
name first, as it will appear on
the ballot.
Do not use special
characters.
o Party*
e Candidate Type*
[+Expand] Candidate Details.

Candidates

ZEdt @iscan @ View

#Edt | @ sean

® View

# Edit | @ Scan

+acd
Candidate |

= View

Can

District:
» | EsstFork Fire Profecton
Term Langth
‘
Filing Start
-~ =}
Statement Word Limit o
=} .
Filing District At Large  Voting Disigigt At Filing Fee Is In Election
Large
Office Sequence # 15032
l !
e .
didate | Registrant, BallotNam Cancidate. Fiing Date Filing Statu Party  Ballot Orde Write I
Dution,  John . _ R Change L
e uton | 252024 Approved | REP 15 N ~rers
Changa L
Crav. ek /52024 Approved  DEM 1 No
Magk  Gray 1 Detete
. Changs L
T D 22024 Approved  DEM 2 No
Danry  Trudeau T Delete
Change L
R Rebet  oisao24  approved REP 2 Na
Robett  Lang 1l Delete

Contest Information

Write-in

Candidate Details
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County Filed |

Dot Name o=
Jones-McKenzie, Avarie | Nevada Green Party ¥ ]
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Search for the candidate in voter
records by entering their Voter ID or
Name, then [Pull Voter].

% Candidate Details

Tie

First Name

Residential Address

Adress

DOUGLAS

Middie Nam ast Name Detofen
K e i MMdclyyyy

State
Address Line 2 city NV

Municipality

If the candidate’s registration is
available in any Nevada county other
than Clark, searching for Voter ID will
return the candidate’s details.

If more than one name matches
name search criteria, the system
prompts “Multiple Voters Found.”
Click [OK] and [Select] the correct
profile from the list.

The system confirms Voter pulled
successfully. Click [OK].

NOTE: The Candidate’s party on the
Candidate > Contest screen is
entered manually and may not match
the voter’s registration. Confirm the
Candidate’s party of record by
checking the candidate’s voter
profile.

&

Multiple Voters Found

Select the voter you would like to pull in from the
duplicate voters grid.

oK

Voter Pulled

Woler pulled successfully,

Candidate Details are completed by
the Voter's profile details.

NOTE: Correct the capitalization as
necessary to ensure Candidate
names are Initial Caps (NOT ALL
CAPS).

[+Expand] and complete Campaign
Details and Office Details sections of
the Candidate profile.

Choose the candidate status and
[Savel].

NOTE: Candidate Status must be
Approved for the candidate to show
on the ballot.

Candidats Detais
Tite:
P N
KATIE

Residential Address

airsss
DRESSAGE G1

Counly
WASHOE

.....

oy o
Ackiress Line 7 RENG ™ B8z

hunlcigaiy

Campaign Maling Address

Campaign Social Media

Select Stste

FinsDetucr e
Select Filing Dslivery Type

Crask numcer

167




If ballot order has not been entered during candidate data entry, set the using the Ballot
Order field on the Ballot Set Up screen.

From the Navigation bar, select
Election Management > Ballot Set Up
and open the list of candidates
associated with a contest.

Clicking column headings sorts
candidates by name or filing date.
Enter numbers in the Ballot Order
column.

From the Navigation bar, select

Election Management > Ballot Set Up.

Select County Ballot Question on the
menu bar, then click

[+ADD NEW COUNTY BALLOT QUESTI
ON].

1. Select the District Type and/or
District.

2. Set Office Sequence No.* to the
next number within the range
20001-21000. See Appendix:
Office Sequence Numbers.

3. Enter Date Received: when notice
was filed.

4. Enter Date Filed: when petition

was deemed sufficient/approved.

Select Ballot Question Type*.

Ballot Question Name* is the

state’s official Question number.

7. Ballot Question Title* is the
state’s official Brief Explanation.

No other fields on this screen are

mapped to ballot setup.

Scroll to the bottom and [Save].

oo

US President
— andusvies 10
©

President
Candidates

Reguiar

Candidale# Registart 1D [BallolName  Candidale N._ Fing Dale _ Fing Status_Party

/Edit ElScan @ View 1

Balot Order | Wite In

Candidate,
Name
1UCandidate

DEM

ﬁ Voter Registration ¥ Reports ¥ |Election Management ~ | County Utilities ¥ Help ~

Message B
'WASHOE

Ballot Return

Ballot Set Up ¥

B Tasks

¢

o Regis

[r—r—
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Candidate Lot Draw Ordering
Candidate Search
Election Status by County

Elections
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Generating Ballot Styles
Generate Ballot Styles after Offices, Contests, and Candidates are set, and County

Ballot Questions entered.

NOTE: TotalVote will lock the election automatically once Ballots are issued.

From the Navigation Bar, select
Election Management >
Ballot Set Up.

From the Ballot Set Up menu, select
Ballot Styles.

Choose Consolidate by District, then
[Create Ballot Styles].

Ballot Styles are created; the list
heading displays the total number of
styles and the date and time they
were created.

Click [+] to display details for an
individual Ballot Style.

Use [Expand All Rows] and

[Collapse All Rows] to adjust the level

of detail displayed for all ballot styles.

ﬁ Voter Registration ¥ Reports ~ |Election Management~ | County Utilities ¥ Help~

aM = Ballot Return
essage B
Ballot Set Up

v -

= Tasks Candidate Lot Draw Ordering
Candidate Search
o Regis Election Status by County
= Tasks Elections

#Y  VoterRegistration > Reports~  Election Management ~ County Utities ~  Help ~

LAST NAVEE, FIF

Balot Set Up
2024 State ePuise Test - 04/10/2024

County Contests ~ Statewide Contests  Statewide Ballot Question  Coummmimtimed

ion EETSENSl imbrPubiish Ballots  Lock  Notes

Ballot Set Up
NEW EASE TEST 24 - 11/05/2024

County Contests Statewide Contests Statewide Ballot Question County Ballot Question Ballot Styles. Import/Publish Ballots

© Consolidate by Precinct

® Consolidate by District | sl

Choose Files No file chosen

Create Ballot Styles |E-S

County Gortests Statewide Contests  Statewdde Ballot Queston  Gounty Bailor Question [EECTRECNERN |moorupubish Balots  Lock  Notes

% Consolale by Presincl
® Consnlidate by Disirict

Choose Files | No fle chosen

Ballot styses were created by Jean Gage on 8/14/2024 8:35 Al
Total # of Ballat Styles: 2

Greale Baliol Styles

Ballat Narve Pay createa

4 DOUG_GEN_NON_STYIN Br1ara24 B.35.45 A # Edit Ballo Name e

4 FED_DOUG_GEN NON S1Y0002

<-m -

BRI B35 AM # £t Eallot Nams

Ballot Set Up

NEW EASE TEST 24 - 11/05/202.

County Cortests  Stalewide Cantests  Statewide Ballot Queston  County Ballot Question [EECUMENISN imosriPublsh Balots  Lock  Notes

© Consolidale by Pregincl

& Consolidate by Disirict

Gnoose Files | No tle ohosen
Ballot styies were created by Jean Gage on 811412024 8:36 Akl l
Total # of Ballat Styles: 2

Greate Bliol Styles

4 FED DOUG BEN NON S1Y0002

‘|- -

£13/2024 5.35.45 AN # Eait Balot Name

BHAHIA 836245 A # Edit Ealot Hams
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Verify Ballot Styles include all County
Contests and County Ballot
Questions.

ion el imporuPublish Balots  Lock  Notes

+ Ysrcpmoeu sroms oen P 2 ez toms
Y Rppg— - e  consatams
m rsseueu, osTRT 32

Cons s

Mouse, Minne ( (REP)

N BE 1-10f 1 tems
‘B 1-10f 1 tems

County. Distict Name Precind. Precinct Spiit Registered Voters Mail Ballot Voters No Mail Ballot (NMB) Vot
WASHOE RENOERDITS41  754100.1 70 a8 )
WASHOE RENO.VERDISSE)  956000.1 0 0 0
WASHOE GERWADS 7412 7412001 19 i 0
WASHOE RENONERDITS1 7511001 0 0 0

Optional: To make ballot proofing e —— e —
easier, consider changing system-

+ EASTFORK FIRE PROTECTION D1

generated ballot style names to A S
recog n i Z a b | e n a m e S . County District Name Precinct Precinct Split Registered Voters Mail Ballot Voters: No Mail Ballot (NMB .
Click [Edit Ballot Name]. covens mreen (100 2 . ‘

5.2
DOUGLAS 25Pleasantiew | Pleasartview/Ranc 1574 1470 [
hos GID.2

25.3 Gen Valley

DOUGLAS 25-Pleasaniview
(Pleasantview).2

a8 &1 0
254

DOUGLAS 25-Pleasantiew | PleasantviewRanc 183 173 o
hos GID4

4 - [ 1- 4ol 4items

Enter the New Ballot Name and [Save].
NOTE: Re-generating ballots will

Current Name: DOUG_WAT_STY0005

overwrite edited ballot names with Mew Ballot Name

25_Pleasant_View|

system default names; confirm basic
ballot style information before o o ]
renaming.

TO eXpedlte renam|ng' highligh‘t the +  EASTFORKFIRE PROTECTION D1 ;
precinct name, then use [ctrl]+[c] to -l o s

County District Name: Precinct Precinct Split Registered Volers Mall Ballot Voters No bail Ballot (NMB._
d [ctrl]+[v] to paste th ,
copy and [ctrl]+[v] to paste the name o - U e )

into the Ballot name field.
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Click [Export] to create a spreadsheet |[FFEs
listing of all ballot styles and
associated precincts.

15 Statewkle Sallot Question  County Ballot Question [JEETSECIENN [moortPubiish Ballos  Leex Notes

© Gansalidate by Precingl

Conse Files | Mo fle chosen
Ballot styies were created by Jean Gage on BI142024 8:36 A
Total # of Ballot Styles: 7

Creale Balol Syies — S Al Rovs

. File  Home Insert  Pagelayout Formulas Data  Review View  Automate  Help  Acrobat
With ballot styles renamed, you can . mp—
- e allot Name
easily confirm that Precincts align X : . o Elcr e
H 1 |Ballot Name Ballot Title|Precinct Name Office Name Office Seq Candidate Ballot Order
Wlth the CorreCt ba”Ot Styles‘ 2 |08-Ranchos_| GID - EAST|08-Ranchos | EAST FORK FIRE PROTECTION [ 0 Candidate, Three
3 |08-Ranchos_| GID - EAST|08-Ranchos | EAST FORK FIRE PROTECTION [ 0 Candidate, One
4 |08-Ranchos_| GID - EAST|08-Ranchos | EAST FORK FIRE PROTECTION [ 0 Candidate, Two
5 09-Ranchos_II GID - EAST 09-Ranchos II EAST FORK FIRE PROTECTION [ 0 Candidate, Three
6 |09-Ranchos_Il GID - EAST 09-Ranchos II EAST FORK FIRE PROTECTION [ 0 Candidate, One
7 09-Ranchos_II GID - EAST 09-Ranchos II EAST FORK FIRE PROTECTION [ 0 Candidate, Two
8 |19-Ranchos_IV GID - EAST 19-Ranchos IV EAST FORK FIRE PROTECTION [ 0 Candidate, Three
9 19-Ranchos_IV GID - EAST 19-Ranchos IV EAST FORK FIRE PROTECTION [ 0 Candidate, One
10 19-Ranchos_IV GID - EAST 19-Ranchos IV EAST FORK FIRE PROTECTION [ 0 Candidate, Two

Running Ballot Pre-Proofing Reports

Before generating the Election Package for the Tabulation Vendor, pre-proof Ballot
Styles:

e Cross reference County-level data to validate data entry.
e Review State-level data to ensure they are present at the County-level.

In addition to the spreadsheet export of ballot styles, TotalVote offers a variety of ballot
proofing reports.

From the Navigation Bar, select

Reports > Reports.
Most ballot details can be proofed
: : : : : Ballot Processing
using two reports in comblnatlon with i TR
the ballOt styles export. Ballot Party Differences
e Ballot Proofing By Precinct Ballot Precinct Differences
Part Ballot Proofing By Ballot
. Ballot Proofing By Contest
o Ballot Styles List Ballot Proofing By District
Ballot Proofing By Precinct Part '
Ballot Styles List
If the report requires specific filter oot g St Margenert = Caumy Ui~ Mo L4 SR .
selections, TotalVote displays “There o oo &
are missing or invalid parameter o
values. Please input valid data for the
following parameters.” 5
Select the missing filter option and

[Preview].
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Some reports can be filtered using
options on the right rail. Select any
filter options and click [Preview].

Download or print reports using
options on the menu bar.

and

Ballot Style Proofing by Contest
2024 State ePulse Test - 04/10/2024 (1866) [

Balloe seyles

Show Candidates

Yes
No

WASH_PRI_DEM_ST¥0004,

Candidate Status

Only Approved
Al

€

dlear selecton

clear seiecton

c @ s
A Acrobat (PDF) file
T CSV (comma delimied)
Excel Workshest [N
PowerPoint Presentation
Contests
2024 Gener  Word Document
ool
XPS Document
offics
District . Term Numberof | Isin
Ballot Tite sequncs District Name e | Term Tpe | Votapor | flomberOf | leln
US Pres.cent 3nd US Vice Presioent 10 e B Reguiar 1 3 Tre
US SENATE 1010 sw s Reguir . 1 Trie
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Comparing Reports and Making Corrections

Compare ballot styles against Ballot Proofing reports and election information in
TotalVote. Resolve errors or inconsistencies.

Make any corrections needed to the Ballot Setup in TotalVote and repeat the steps in
Generating Ballot Styles.

Next Step: Generating the Election Package

Federal Partisan Offices

Range Office

0001 - 1000 President and Vice President of the United States
1001 - 2000 United States Senator

2001 - 3000 Representative in Congress

Statewide Partisan Offices

Range Office

3001 - 4000 Governor

4001 - 5000 Lieutenant Governor
5001 - 6000 Secretary of State
6001 - 7000 Treasurer

7001 — 8000 Controller

8001 - 9000 Attorney General
9001 - 10000 State Senators
10001 - 11000 | Assembly

Other State and District Offices
Range Office
12001 - 13000 | Statewide nonpartisan offices

13001 -14000 District nonpartisan offices
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City/County/Township Offices

Range

Office

11001 - 12000

County and township partisan offices

14001 - 15000

County nonpartisan offices

15001 - 16000

Mayor

16001 — 17000

Council members according to ward in numerical
order; if no wards, in alphabetical order

17001 - 18000

Municipal judges

18001 — 19000

Township nonpartisan offices

Ballot Questions

Range

Office

19001 - 20000

Statewide Questions

20001 — 21000

County Questions
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Verifying Districts and Precinct Assignments
This document covers processes associated with verifying Districts and Precinct

Assignments in TotalVote.

From the Navigation bar, select
Reports > Reports.

&  \oter Registration ~ Elaction Management = County Utilitiss > Help~  LAST NANE, FIRST Harcoae or 10 &

Advanced Search
@ Recently Viewed Records
DOUGLAS Advanced Search Log

° [ T Ballot Search
Registrant Record Views

EE_mm

Run the Districts with Precinct
Assignments and Precincts with
District Assignment Reports.
Review and verify accuracy.

Districts and Precincts
District Managament
District Precinct Split Voters Counts
PCP Calculations
Precinct Parts Management

Precincts with District Assignments

To modify a precinct, from the
Navigation bar choose County
Utilities > Precinct Splits.

M VoterRegistration > Reports~  Election Management - | County Utlies = |Help= 1 As1 nave viks 1 Bascod or ID &

Agency Records Search

Message Board @ :cently Viewed Records
DOUGLAS Ballat import/Expart Options
° o Tasks County Office Information
County Setings v

District Assigrmant
@D  Resieoce Addmees (0 Vel
# Disticts

Import File
@D  Dossins Duoiicats Reasrants- NG

W ncoaserie

Joba Log
= €  Possibe Duplicate Regisrants - Out. Mossages . »

NCOA Precass
EB Mazs Updates . . Notice Management N

Registration by Status R New Registrant Records

NVRC Process

B sotces Registration by Status New Registrant Records
10000
4 Responses ‘ 5000 I
o | Ian ihn. _

To view the Precinct Split with all the
associated Districts, click the view
icon.

282 Precinet Spiits

+ New ® New Precinct Split From + New Precinot £ Update TotalAddress Precinet Split Show Active
Precinct Copy Split List Only
#of
“County Precinet Split Registrants
Search l
> DOUGLAS 01.1 Centerville.1 Edit Districts 498 Change = L]
2 e Log Combine  Copy  Edit Gl i)

> DOUGLAS (1.2 Centerville (GRID).2 an onange =] _..! - .
(2] Log Combine  Gopy  Edit

To edit the Districts associated with a
Precinct Split, click [Edit Districts].

222 Precinct Splits

+ New ® New Precinct Spiit From + New Precinet £ Update TotalAddress Precinct Split Show Active
Precinct GCopy Split List Only
#of
“County  Precinct Split Registrants
Search l

> DOUGLAS 01.1 Centerville.1 Em\l:nsm-,ﬂ 498 - 4
con_ear [EEREES
> DOUGLAS 01.2 Centerville (GRID).2 icts 3n
[} Log Combine  Copy  Edit
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Make changes by moving Districts
from Available Districts list to Linked
Districts and [Save].

Available Districts:

»
»
»

DOUGLAS
01-Centerville (01 ) (PRE04000100)
Precinct Split Name: 01.1 Centerville.1 (01.1)

m

Linked Districts:

Ml ASSEMBLY

ASSEMBLY 38

Ml BOARD OF REGENTS

REGENT DISTRICT 09

Ml CONGRESSIONAL

CONGRESSIONAL DISTRICT 2

-
»

East Fork Fire Protection D2

Include Inactive

PRECINCT

PRESIDENT AND VICE PRE!

SCHOOL DISTRICT TRUSTEH

TOWN BOARD
TOWNSHIP

East Fork Swim Pool District
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Managing Offices

This document covers processes associated with managing Offices in preparation for

ballot setup in TotalVote.

From the Navigation Bar, select
Election Management >
Office/Incumbent Management.
Click the Select District Type menu
bar and select the District Type.

With the District Type selected, click
[Load Offices].

Click [Office Data CSV] to export a
listing of all offices. Review to confirm
all Offices are listed.

If an Office is not listed, click
[+Add Office].

Enter all required* fields and [Add].

e Is Active must be selected for
the office to be added to a
Ballot.

e |fIs Vacant is selected, the
Office will be included in Ballot
Setup based on Next Election
date.

e |s Primary Partisan and Is
Primary Non-Partisan should
not both be selected.

e Is General triggers inclusion
on General Election ballots.

e Term* triggers ballot inclusion
in relevant future elections.

Office/Incumbent Management

Select District Type st

Select District Type ]
cITY

COMMISSION

CONVENTION

COUNTY

COUNTY COMMISSION

DISTRICT COURT JUDGE

Office/Incumbent Management

+ |EdiMes  ASSESSOR 11240 Mo Ha He ety Ne 4 CBUB202E  Na
CLERK.

4 Ediviow  TREASURE 15 No N to ety Mo 4 06032026 No
3

ven  DSRET s R o o err o . camszis o

& e arrormer M * 2l
PUBLIC

4 Edivew  ADMINISTR 11715 Mo o to ot o 4 (6042026 Na

ATOR

Office/Incumbent Management
WARD

CITY OF FALLON: WARD 1

Office Data CSV Incumbent Data CSV

omee

No records avallable.

0-Dof D ftems

+Add
e

e Vype - Base District

oy CITY OF REND WARD 1

Type
General Voting District Trpe General Voting District

Prifmary Voting District Type Primary Voting District

oOmee |

15 vacant is Primary Partisan B 1s Primary Non-Pariaan | [ s Gonora @ o Can File Again?
Torm ©
Salary Type fary’
Salact ~
Filing Fee Recurrence
o
Aaimam age omes Gode

0

Handied By

Statement Word Limit Biography Word Limit

o "
Additionsl Requirement
Vel Elncion .

iy o
Notss

P
Federsi Onty
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e Office Sequence Number
specifies the office’s
placement on the ballot. See

e Appendix: Office Sequence
Numbers.

e Can File Again? is for county
use and does not impact
reporting or ballot setup
functions in TotalVote.

After all offices are set up, view a
summary of Contests. Click Reports >

Contests in Election

2024 General - 11/30/2024
ELKO

Reports and select Contests in

Ballot Title

District Name

Term
Length

Term Type | Vote For

;5

.
Election. p———

Regular

1010

Requiar

Verify Ballot Title, Office Sequence
number' Term Leng‘th' etC. CONGRESSIONAL DIST 2

1200

US_ REPRESENTATIVE
CONGRESSIONAL
DISTRICT 2

ASM - STATE ASSEMELY DISTRICT 32
(ASSEMBLY 32)

10080

ASSEMBLY 32

JUSTICE OF THE SUPREME COURT - SEAT G

12030

JUSTICE OF THE SUPREME COURT - SEAT F

12060

olo|lo|nw| v o=

AR ENEREERERE

STR - BOARD OF REGENTS, DISTRICT &
(REGENT DISTRICT 08)

13050

REGENT DISTRICT 02

Federal Partisan Offices

Range Office

0001 - 1000

President and Vice President of the United States

1001 — 2000 United States Senator

2001 - 3000 Representative in Congress

Statewide Partisan Offices

Range Office

3001 - 4000 Governor

4001 - 5000 Lieutenant Governor
5001 - 6000 Secretary of State
6001 - 7000 Treasurer

7001 - 8000 Controller

8001 - 9000 Attorney General
9001 - 10000 State Senators

10001 - 11000

Assembly

Other State and District Offices

Range Office

12001 — 13000 | Statewide nonpartisan offices
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13001 - 14000

District nonpartisan offices
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City/County/Township Offices

Range Office

11001 — 12000 | County and township partisan offices

14001 - 15000 | County nonpartisan offices

15001 - 16000 | Mayor

16001 — 17000 | Council members according to ward in numerical
order; if no wards, in alphabetical order

17001 — 18000 | Municipal judges

Ballot Questions

Range Office

19001 — 20000 | Statewide Questions

200071 = 21000 | County Questions
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Generating the Election Package

After creating and pre-proofing Ballot Styles, prepare the Election Package for the

Tabulation Vendor. This guide covers processes for creating, preparing, and sending the
Election Package.

From the Navigation Bar, select

E|ectI0n Management > ﬁ Voter Registration ~  Reports hv Help ~ LAST NAME,

Vendor Tabulator Export. O Message B 52/ Queston Tvees

WASHOE Ballot Return

o = Office Hou Ballot SetUp x
Massih Orfani¢ Candidate Lot Draw Ordering ‘

B Rec

Qffice hours are

. 1 PST every day
except Thursda Candidate Search

¥= Tasks Election Status by County
& The new *

i .
Massin Orfani¢ Elections
The new “00-V office Search

I ncoasERiC

B Office/lncumbent Management
Forms

~

Qutbound Ballot Processing

BB Msss Updates Polling Locations 4

Post Veting History

B notices
Provisional Ballots
4 Responses Results File Upload History 1 Add Message t
Results Regenerated History
|~
= e = Tasks Retums
. Returns Administration
[2] 01
B Calencar Vendor Tabulator Export h
2] Residence Addresses to Verifv

The County’s Tabulation Vendor

(Dominion or ES&S) is displayed. Click

[Export Vendor File]. e €«

A CSV file is exported to the r
Downloads folder.

Double click on the file link in < B = Covmieds
Downloads to open and review the

4 Downlaads X F

® New % @ B ® W NS = View
.csv file in Excel. |
MName
& Desktop » 1oday
- Downloads » £3=] Dominion-1866-16
My Documents » PRSI
= mmm il
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PFOOf the Tabulation File a gainst SAMPLE EXPORT Dominion-1758-4 @) A + Saved v
File  Home Insert Pagelayout Formulas Data Review View Automate Help Acrobat Table Design (= ][&-]
Ballot Styles reports. Make any user L )
H 2 [+]
error corrections. 1) ¥ o ' 9306 04009306
. 113 112 1758 '(l 9407 04009407
For corrections to the Tabulation File i 2 2 3 i
116| 115 1758 :o 950204009502
117 116 1758 () 30 PRE04003000 English
that a re nOt Cou nty erro r, contaCt 118 17 1758 4 30.1Esris(oFrork.] "116 o 630104006301 e
. 119 118 1758 4 30.2 East Fork (GRGID). 116 o 960204009602
VREMS support for aSSlStance 120 119 1758 4 30.3EastFork.3 16 o0 970304009703
121 120 1758 :0 31 PRE04003100 English
M M M 122 121 1758 r/Te €120 0 640104006401
before preparing the final Election T o e
124 123 1758 4 32-East Valley . :0 32 'PREMUUSZDD English
125 124 1758 4 32.1 East Valley.1 123 0 6501 04006501
P ac kag e. 126 125 1758 4322 E:::V:IIZ.Z KPER) 990204009902 D
127 126 1758 4 33-Hot Springs 0 33 PRE04003300 English
128 127 1758 4 331HotSprings.l 126 o 660104006601
129 128 1758 = 'ﬂ 34 PRE04003400 English
130 129 1758 idge/IHGID.1 128 0 6701 04006701
131, 130 1758 . dge.2 "128 o 10002 04010002
132 131 1758 4 35-Glenbrook '0 35 PRE04003500 English E
» .| District Types | Districts | Precincts | Parties | Party Display | Languages | Election | Elector Groups | Ballot .. @ : [«] | [+]

Preparing the Election Package

Collect the Tabulation File.
Complete the Election Definition Form
Complete the Roster & Schedule of
Equipment to be used during the election:
e Number of voting devices
e Location of Vote Centers where the
devices are assigned
e Timeframe for when devices will be
used.

Collect the Tabulation File
Complete the ES&S
Pre-Election Questionnaire

Sending Election Package to Tabulation Vendor

Dominion Counties

ES&S Counties

¢ Upload the Election Package to
Dominion.

¢ Upload the Election Package to ES&S.

Next Step: Ballot Proofing
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Ballot Proofing - Dominion

Dominion prepares the Election Project from the County’s Election Package, creating
reports the County will reference for Ballot Proofing. Reports include Ballot Types,
Choices, Contests, Districts, Precincts, Activation Codes, etc.

Note: Dominion notifies the County when reports are available for retrieval/download.

Run Ballot Proofing reports in TotalVote to proof against the Election Project.

From the Navigation bar, select
Reports > Reports.

Jilfiss > Help™  LASTRAME. FIRST Barcaas or ®

Bl Recently Viewed Records

TotalVote offers a variety of reports

that may be useful. Start with these: ﬁ Voter Registration ¥ Reports ¥ Election Management ¥  County Utilities
e Ballot Proofing By Precinct
Part ballot processin
p g
° Ballot Sty'es LlSt Ballot Proofing By Ballot
Ballot Proofing By Contest
The Ballot Styles spreadsheet Ballot Praofing By District
exported during ballot setup may Ballot Proofing By Precingt Part | o

Ballot Styles List

also be helpful.

Compare Dominion’s Election Project reports to the following:

e State’s Certified Candidate List (from Aurora)
e County’s original Election Package
e TotalVote reports

Look for errors or inconsistencies and troubleshoot the root causes.

If the error is data entry in TotalVote If the error is in Dominion project reports
e Make updates in TotalVote. e Identify issues and updates needed in
e Make updates to the County’s the Election Project
Elections Package, as needed. e Work with Dominion to resolve them.
e Re-generate ballot styles so vendor
tabulation files are updated.

If changes are made in TotalVote, regenerate ballot styles or the changes will not
appear in the tabulation files to the vendor.

IMPORTANT: To move forward with an election, there must be no errors or

inconsistencies between the Election Package, data in TotalVote, and Election Project
reports.
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If updates were made in TotalVote, re-generate and validate Ballot Styles until all errors
are resolved.

e Re-export and validate the Vendor Tabulation File in TotalVote.

e Re-assemble the County’s corrected Election Package:
o Updated Vendor Tabulation File
o Updated County Election Package forms (if updates were made).
o Listissues and updates needed to the Election Project by Dominion

e Re-upload the updated Election Package to Dominion. Some changes may be
communicated to Dominion via email when files are not being exchanged.

e Notify Dominion that updates are needed.

e Repeat Ballot Proofing processes until the Election Project reports are
clean/approved.

After the County approves Dominion’s Election Project reports, Dominion creates ballot
images (PDFs) that will be used for:

e Mail Ballots

e Email ballots

e Electronic Ballots (for ICX Primes)
Dominion then sends ballot images to the County for proofing. Compare precinct
numbers, ballot styles, offices and candidates on the PDFs. Additional items the County
should proof include, but are not limited to:

e Ballot header, content, and footer

e Contest and Choice order

e Vote for #

e Party designation

Once Dominion’s Election Project reports are clean/approved, Counties send the
authorization signoff for each Dominion Election Project report/component to
Dominion.

After the County approves ballot images, Dominion prepares and sends the final

Election Project Package to the County. The package includes, but is not limited to:
e Ballot images

Reports

Audio files for tabulation machines

Data file used for programming the USB files for the ICX machines

EASE files to be submitted to the state for upload to the portal
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After receiving the final Election Project Package from Dominion, lock the Ballot Setup
in TotalVote to prohibit edits to contests, candidates, ballot questions, and ballot styles.

NOTE: TotalVote will lock the election automatically once Ballots are issued.

From the Navigation Bar, select s s o

2024 Paul Test Cons - 04/1212024

Election Management >
Ba"Ot Set Up > LOCk > Lock Status: Unlocked

[Lock Ballot Set Up] [ | <—

After receiving Dominion'’s final Election Project Package and locking the Ballot Setup,
send the following to the Print Vendor:

e Final approved ballot images (PDFs)
e Test Decks images

The print vendor then generates Mail Ballot proofs and printed Test Decks and sends
them to the County for proofing. Counties with ballot printers may print Test Decks in-
house.

Proof Mail Ballots and printed Test Decks. Work with the Print Vendor until errors are
resolved.

Once the Mail Ballot and Test Deck proofs are approved, send authorization signoff to
the Print Vendor. Ensure ballot proofs are final and approved on or before date set by
print vendors.

Next Step: Outbound Ballot Processing
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Ballot Proofing -ES&S

After ES&S receives the Election Package, the County begins entering election
information (offices, contests, etc.) into the ES&S tabulation software portal.

After the County enters information into the ES&S Portal, ES&S produces ballot images
(PDFs) and an election data file (the “Election Project Package”) that will be used to
program tabulation machines and voting equipment.

ES&S sends the Election Project Package to the county via the secure file sharing portal
and notifies the county that reports are available for retrieval/download.

Run Ballot Proofing reports in TotalVote to proof against the Election Project reports.

From the Navigation bar, select
Reports > Reports.

Bl Recently Viewed Records

W cosasnc @ A=

TotalVote offers a variety of reports
that may be useful. Start with these: ﬁ Voter Registration ¥ Reports ¥ Election Management > County Utilities ~

e Ballot Proofing By Precinct

Part ballot processin
P! 9
° Ba”Ot Sty'es LlSt Ballot Proofing By Ballot
Ballot Proofing By Contest

The Ballot Styles spreadsheet Ballot Proofing, By District
exported during ballot setup may Ballot Proofing By Precinct Part |

Ballot Styles List

also be helpful.

Compare the ES&S Election Project Package to the following:
e State’s Certified Candidate List (from Aurora)
e County’s original Election Package
e TotalVote ballot proofing reports (above)

Look for errors or inconsistencies and troubleshoot root causes.

If the error is data entry in TotalVote If the error is with ES&S project reports
e Make updates in TotalVote. e Identify issues and updates needed in
e Make updates to the County’s the Election Project
Elections Package, as needed. e Work with ES&S to resolve them.
e Re-generate ballot styles so vendor
tabulation files are updated.

IMPORTANT: To move forward with election setup, there must be no errors or
inconsistencies between the Election Package, data in TotalVote, and Election Project
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reports.

At this point, the County may begin programming USBs with the election data file and
testing the election data on tabulators to ensure ballots display properly on tabulation
machines and voting equipment.
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Ballot images (PDFs) will be used for:

e Mail ballots
e Email ballots
e Electronic ballots (for ExpressVote Ballot Marking Devices)

Compare precinct numbers, ballot styles, offices, contests, and candidates on the PDFs.
Additional items to proof include, but are not limited to:

Ballot header, content, and footer
Contest and Choice order

Vote for #

Party designation

Ensure ballots print properly from ballot printers used for printing mail ballots in-house.

If updates were made in TotalVote, re-generate and validate Ballot Styles until all errors
are resolved.

e Re-export and validate the Vendor Tabulation File in TotalVote.
e Re-assemble the County’s Election Package w/corrections:
o Updated Vendor Tabulation File
o Updated County Election Package forms, only if updates were made.
o Listissues and updates needed to the Election Project Package by ES&S
e Re-upload the updated Election Package to ES&S. Some counties may
communicate changes to ES&S via email when files are not being exchanged.
e Notify ES&S that updates are needed.

IMPORTANT: Repeat Ballot Proofing processes until the Election Project reports are
clean/approved.

Once the ES&S Election Project Package (ballot images and data file) is approved,
Counties submit authorization signoff to ES&S.

After approving the Election Project Package, lock the Ballot Setup in TotalVote to
prohibit edits to contests, candidates, ballot questions, and ballot styles.

NOTE: TotalVote will lock the election automatically once Ballots are issued.
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From the Navigation Bar, select ok st o

2024 Paul Test Cons - 04/12/2024

Elections Management >
BaIIOt Set Up > LOCk > Lock Status: Unlocked

[Lock Ballot Setup]. [rm| <—

After approving the ES&S Election Project Package and locking the Ballot Setup, send
the following to the Print Vendor:

e Final approved ballot images (PDFs)
e Test Decks images

The Print Vendor then generates Mail Ballot proofs and printed Test Decks and sends
them to the County for proofing. Counties with ballot printers may print Test Decks in-
house.

Proof Mail Ballots and printed Test Decks. Work with the Print Vendor until errors are
resolved.

Once the Mail Ballot and Test Deck proofs are approved, send authorization signoff to
the Print Vendor. Ensure ballot proofs are final and approved on or before print vendor
deadline.

Next Step: Outbound Ballot Processing
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Outbound Ballot Processing

This document covers the steps to prepare files for printing and mailing sample and
official ballots in-house or through a print vendor.

Sample ballot reports in TotalVote list the names and addresses of all active voters as
of the date of the CSV export. They are not voter-specific representations of ballot
styles.

NOTE: The export will include those who have opted out of Vote By Mail (“Opt Out VBM”
in the voter profile) since NRS 293.565 requires that all active registered voters receive
sample ballot election information.

From the Navigation Bar, select Audit Export CSV
Reports > Reports. Ballot Question Changes
Scroll down to the Audit Export CSV Candidale Changes

. Canvass - County Summary:
l'epOI't headmg and SeleCt Canvass - Discrepancies Summary.
Sample Ballots (English). EASE File Upload

Office Changes

Precinct Information for TotalAddress
Precincts without Ballot Styles
Sample Ballots (English) |

Sample Ballots (Spanish)

Sample Ballots (Tagalog),

Summary Buckets by Precinct

TotalVote exports a .csv file of voter
names and addresses to the
downloads folder.

radaVio! X :;,{ TotalVote X + —

[«

Sample Ballots (English).csv.zip D B

1,065 KB « Done
Double click on the file link in the : F z H \ ) K L M N o
. TY ST MZIP MZ4 REG CONGRES SENATE ~ ASSEMBLY COMMISSI CITYWARD

Downloads folder to open the .csv file e 3197208 2 17 %
in your system’s default spreadsheet 5 W e I

- - licrosoft Excel X
application (usually Excel). romjcs_Jf SEEEEE
EXCeI prompts to Remove Leading DEN NV 4 : Ey:efaull,lEx;e\wwH perform the following data conversions in this file:

IDNER NV I - Remove leading zeros

Zeros. Choose [Convert] or SONCNY 0ot prnety e s comerions
[Don't Convert] based on your z;::g; :x : () Don't notify me about default conversions in .csv or similar files.
vendor's preferred format. e oy e J et e ]
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Save the 'CSV flle In SpreadSheet 1 |NAME 5 PRECB PT : MADDR ° MCITEV ST : MZIPG Mza REG‘ CONGRES!SENATE  ASSEMBLY COMMISSICITYWARD
2 6 REP T CARSON CNV/ 705 - 17 39
format. : S Pono3
. 5 8 REP [ GARDNER' NV 89460 - 2 17 39
The file can be sent to your ballot Howere Sh i e | e —2
e . ) L 22 REP MINDEN NV 89423 - 2 7 £
mailing vendor or used to print labels . e Poros
. n 36 REP ZEPHYRC(NV 2 17 39
in house. : i e Por o3
16 10 OTH N WELLINGT NV 89444 - - 2 17 39
17 L 33 REP MINDEN NV 89423 L 2 17 39
18 _ 17 NON - (GARDNER'NV 89410 - 2 17 39
19 34 1AP CARSON CNV/ 89705 L ] 2 17 39
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Preparing Outbound Ballots

Outbound Ballot Processing occurs after the election is set up, contest and candidates

entered, and ballot styles generated.

From the Navigation bar, select

. ﬁ Voter Regisiration ~ Reports - County Utilities~ Help~  LAST NAME, FIRST Barcode or ID »
Election Management > Outbound
ypes
B ” t Processm washoE Message B et R [ Recently Viewed Records
allo g ‘ o Ballet Set Up
Candidate Lot Draw Ordering
Candidate Search
m Electon Status by County
Elections
B uconncac Office Search
B rome Office/Incumbent Management
BB Mass updates. Poliing Locations »
Click [Load] to generate a list of all
€ \Voter Registration ~ Reports - Election Management - County Utiliies = Help~  LAST NAME, FIRST Barcode or ID. &

voters eligible to receive a ballot.

Outbound Ballot Processing

For: PRIMARY - 6/11/2024
PRIMARY

Load ballot records for voters in your precincts

«

Ballots to be sent via MAIL

i source Voters

No records available.

Create Multi-Batch

A dialog box appears confirming that
you are creating (“loading”) ballot
records for voters without a current
ballot on file.

Click [OK].

The ballot load is scheduled to run.
Click [OK].

Note: The ballot load process can
take several minutes. Wait and then
refresh the page. Do not click [Load]
multiple times in an attempt to
expedite the process.

This will create ballot records for qualified voters in
your County who do not have a current ballot on

file.

Load Scheduled

Your job has been scheduled to run.

OK

When the process is complete, ballot
records are available by refreshing the
browser or opening the Job Queue on
the Dashboard.

From the Job Queue, click [Load
Ballots] > [View] to see ballot records.

¥  \Voler Registration - Reporis = Election Management = County Ulilies = Help = LAST NAWE, FIRST

WASHOE

Tasks

Message Board @ Recently Viewed Records

G Job Queue

[0 umen]

Barcode or ID
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To prepare a batch of ballots for
mailing, click [Create Batch].
Note: TotalVote has a 5,000-label
limit.

Click [OK] to confirm your selection.

When the batch Load Scheduled
notification appears, click [OK].

Outbound Ballot Processing

For: MUNICIPAL - 5/7/2024

MUNICIPAL
Load ballot records for voters in your precincts
Load
Ballots to be sent via MAIL Cregle Multi-Batch
i Source Voters 3 g
Mall - In State (English) (NP) 41,385 [ iew CSV Ecr Batch
Mall - Qut Of State (Engllsh) (NP) 718 [ View Csv [0 Create Batch

Please confirm you wish to batch these voters for
processing.

Load Scheduled

Your job has been scheduled to run.

OK

After the batch process is complete,
an email notification is sent to the
user’'s email and the batch is available
in the Job Queue on the Dashboard.
Return to the TotalVote Dashboard
and select Create Mailing Batch from
the Job Queue or refresh the
Outbound Ballot Processing screen to
display the loaded batches.

A  Voler Registration ~ Reports = Election Management ~ County Utiities~ Help™  LAST NAME FIRST Bareoa o 1D &

DOUCLAS

Message Board @ Recently Viewed Records

& Job Queue

©  LoadBalois

© | crestatising Baren »

With mailing batch details displayed,
select [View].

(1] Create Mailing Batch <

-]
Actions
Finished Mail - In State (English) (NP) ~ 4/11/2024 11:58:47 AM  Lise Embley ~ 4/11/2024 11:58:52 AM

1to 1 of 1 shown

State Create Details Create Date Created By  Last Updated

10

The file is saved to the Downloads
folder. Double click to open the file in
the default spreadsheet, usually Excel.
Tip: The sort order for the CSV export
is set in user Preferences on the
Dashboard.

¢

[«

Ballots_Mail_Batch_CSVExport (1).csv
305 KB « Done

193



. . — T T S TON GEN ARG TV E—AGTIV e ACSE— REEUTEr BT S TORE B2

If a dlalog opens prompting to remove 6 6 15 STOR GENACTIVE  ACTIVE  FALSE Regular EaSTOREY Jg2(

: : , 6 6 15 STOR GENACTIVE  ACTIVE  FALSE RegularEaSTOREY Jg2(

leading zeros, click [Don’t Convert]. e e rcasToney Tion

Save the .csv file in spreadsheet egular EaSTOREY g2

By default, Excel will perform the following data conversions in this file: Regular EaSTOREY  Jg 2(

format. & i egular EaSTOREY  Jg2(
+ Remove leading zeros

- egular EaSTOREY  Jg 2(

Do you want to permanently Seep these conversions? egular EaSTOREY g 2(

(E] Dottty me about/dSBE comversions incsvior samlar Tles: egular EaSTOREY  Jg2(

egular EaSTOREY  Jg 2(

egular EaSTOREY  Jg 2(

| Regular EaSTOREY Jg2(

5 5 15 STOR GENACTIVE  ACTIVE  FALSE RegularEaSTOREY Jg2(

5 5 15 STOR GENACTIVE  ACTIVE  FALSE Regular EaSTOREY Jg2(

5 5 15 STOR GENACTIVE  ACTIVE  FALSE RegularEaSTOREY Jg2(

5 5 15 QTNR _QAFENACTNE ACTINVE EAlLQE Ragular FaSTOREY. 1o 21

P — T

Review the spreadsheet to confirm
the export includes all required
information.

42.100UG MURCTIVE. ADDRESS( FALSE

25716322 292 Pl

03-Garcn 3.2 Toun
04-Carsor 043 Town

4.1 D0UG MUCTIVE LCAT] FALSE
31.Chiche 31 1Chict|| 411 DOUG_MURGTIVE  DUPLICAT  FALSE
471 DOUG_MURCTIV ICAT FAISE

471 D0Us MURCTIVE AcTh us

46.1D0UG_MURCTIVE  DUPLICATI FALSE

10TRE 101TREG|| 401 DOUG MURGTVE  ACTIE | FALSE
DUPLICAT,FiSE

15 Indan 13,1 Gon |

21 Widhe21.1 G|
21 Widhe1.1 Gen |

5.1 00UG MURCTIVE _ACTVE __FALSE esular s

Enter or confirm the Date ballots were
mailed date, scroll to the right and
click [Mark Sent].

————
Batches fo Process Date ballots wers maled
R =]
Bl Source: Velers Eneelopes Labets Labes-Optiral Sart 3 3
Ml - In State (English) (NP) 1,388 B Enveloes @ duwery Labels D Avery Labels Saried B Vi N

Confirm by clicking [OK].

TotalVote again prompts Load
Scheduled. Click [OK].

Please confirm you wish to process these voters
indicating their ballots have been sent.

The Ballot Sent date for these voters will be the date
selected in the calendar above.

Load Scheduled

Your job has been scheduled to run

OK

Note that [Mark Sent] is now grayed
out.

Labels

Avery Labels

Date ballots were mailed:
4/17/2024 ]

i Labels-Optimal Sort g B g

Avery Labels Sorted [ View CSV

194



If you make changes or updates to
voter records, re-run the [Load] and
[Mail Batch] processes.

Subsequent [Load] processes will be
incremental, only loading ballots for
new registrants, individuals who had
registration updates that impacted
their ballot, or individuals who needed
replacements for a lost ballot.

Ballots to bs sent via MAIL
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Reports

This document lists the steps to complete when utilizing the reporting functions listed

in the Reports menu of TotalVotes navigation bar.

Quick Search

Use Quick Search to quickly search for a voter by name, voter ID, or TotalVote barcode

from a voter notification correspondence.

NOTE: Barcodes generated by legacy systems will not be recognizable by TotalVote.

Quick Search is in top-right corner of every
TotalVote page.

o
TotalVote

ELECTION SOFTWARE

Search by name or birth date:
» Place cursor in LAST NAME, FIRST text
field.
» Enter voter's last and first name.
» Or Type in voter's birth date as
XX/ XX/ XXXX.
Any voter matching search will display in a
dropdown menu.
» Select correct voter to view voter profile.
NOTE: Quick Search displays registrants in
any Status in the User’s assigned County.

Search using Barcode or Registrant ID.
» Scan or enter barcode or registrant ID into
the Barcode or ID text field.
» Press Enter to view voter's profile.
NOTE: A registrant Barcode or ID search
displays registrants in any Status statewide.
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© Recently Viewed Records

R °

JOHN, ELTON

JOHN, ELTON SATURDAY
3222009
WASHOE
888 CALLAWAY TRL
REND, NV 89522
14172001

Barcode or ID

STEVEN, CANDACE M

002215430

18/1008 25 REP

LAST NAME, FIRST

a

—

123456789
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Use Advanced Search for more granular searches of voter registration records. There
are a variety of tabs where search parameters are grouped. User can pick which data
fields to query (from multiple tabs at a time, if needed) to build a customized search

query. Filters are available to refine your search to include voting, elections, ballots,

districts/precincts, petitions, poll workers, questions, contests, contest with precincts,

and county precincts with splits.

From Navigation Bar:
» Select Reports > Advanced Search.

Under Search Parameters:
» Select Registrant Info tab.

» Enter and/or select all search parameters.

TIP: Advanced Search will only search Active
and Inactive registrants by default.
e To search all registrants, click the [X] on
ACTIVE and INACTIVE labels to clear the
STATUS REASON field.

TIP: Advanced Search defaults to user’s
assigned county.
e To perform a statewide search, choose
SELECT ALL in the Select Counties filter.
e Toggle on View Wildcard Help for tips on
how to define and improve your search.
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ﬁ Voter Registration

S|
WASHOE

o

Search Parameters
s e

Advanced Search

2 Ballot Search
} Regisirant Record Views |4:35:51 PM

¢
1 Reports

EE——. ‘Ia

Reports~ Election Mandgement >~ County Utilities ~ Help ~

h

| users 3PM - 3:30PM PST every day except

mm/ddyyyy o
—

ESMERALDA
EUREKA
HUMBOLDT
LANDER
LINCOLN
LYoN

First Name Last Name

Phone obile Phone

Atemate ID

Starts Wit Ends With

Gtjecine: Search fild for 2
SurH

Otjeciie: Search teld for Ojectne: Search teld fora

Sounds Like

Example: SMITH"

uuuuuu

Example: "V retums

BROWN & CROVIN Exampte. SUATHY,
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To search by address information:
» Select Addresses tab.
» Enter address search parameters.

QAdvanced Search

Search Parameters o ) [ 100 s | (G
Eruoma o] | agevan | Jooscs | @ iy | Woned | @esasus oo |
=
s Untpe | st
MingAddess P
o Ui E 2
idress Li Unit Type: ur ity! 7 z

sssss

—

» Tick the Foreign checkbox to search
foreign addresses and/or search by
country.

Mailing Address [ (@ Foreion.

Address Address Line 2 UnitTyp  UnitNur  City/TownZip Country

e To search by district, district type, or
precinct:
» Select Districts tab.

Q Advance: d Search

Search Parameters

it | Ad »I] b Disticts [F g isory | Waved | @ Scheduled Expors |

Distrct Type.

GotoRepor Bulde ) 5Tob Soings |

[(2Regen

» Choose District Type(s) from dropdown
menu.

Q Advance« d Search

Search Parameters

[Goto RoponButaer> [ @ T Sotige | [ Cotape |

[ 2 Registantnto | Aderosces | o Disits | 9 Voting Hisary | WSaved | 8 Scnaduied Exports |

Distrct Type h

oy
COMMISSION
CONVENTION

DISTRICT COURT JUDGE
FILING

» Choose District(s) from dropdown menu,
if available.

Search Parameters

[z

TOWNSHIP X

RENO-VERDI TOWNSHIP JP X |

oo Repot o ) @ ook s

o | Advesses | o Ditits | @ Voting istory | Wsavea | @8 Schecuied Expors |

GERLACH-WADSWORTH TOWNSHIP JP
IV TOWNSHIP JP.

'RENO-VERDI TOWNSHIP JP

SPARKS TOWNSHIP JP

h
| - Search RE*I

Re...... B Export | [ — Collapse.

» Choose Precinct(s) from dropdown
menu, if available.
TIP: Choose one or more District Types, Districts,
and Precincts.

Search Parameters

GotoRapart Buder | 9 Table Setings | (= Calase

[ 2 Registrant nfo I A Addresses ] h Disticts I 2 Voting History I RSaved ] 8 Scheduled Exports |

TOWNSHIP X

RENO VERDITOWNSHP 7 recn —
SPARKS TOMNSH P X ReNovERDI 11 R

~

RENO-VERDI 1001
RENO-VERDI 1002
RENO-VERDI 1003
RENO-VERDI 1004
RENO-VERDI 1005 -

Once all search parameters have been entered:
» Click [Search].

All Future Special Elections

WASHOE

View Wildcard Help
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Results will display below search
parameters.

» Click column heading to sort results of
column alphabetically or numerically.

» Click ID number (blue hyperlink) to view
Voter Profile.

» Click [First], [Previous], [Next], [Last], and
page numbers to navigate pages of
results.

» Select a number of results to show on
each page (i.e. 10, 25, 50, 100).

NOTE: Paging of all results is not available
when results are over 100,000 records. To
view all 100,000+ records, export the search
results.

To change or update search parameters:
» Click [+ Expand] on Search Parameters to
edit search parameters and run search
again.

To remove all search parameters quickly:
» Click [Reset]

From Results:
» Click [Export].

IF results contain less than 100,000 records:
e Results will export as CSV.
» Open CSV from web browser downloads
queue or computers downloads file
explorer.
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Search Parameters

Results
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1 to 10 of 6347 shown
10

QAdvanced Search

Search Parameters
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IF results contain more than 100,000
records:

e Results will export in background process
and can be viewed in Job Queue when
completed.

» Click [OK] on Success notification.

When background process is complete and
report is ready to be viewed, TotalVote will
send user an email notification.

Report Builder Report Finished

TotalVote

Your report export is complete. Please visit the Job queue to download the export.

Navigate to TotalVote landing page.

1. Select [Job Queue] from side task bar.

2. Select [Search Export] from Job Queue
list.

™
TotalVote

ELECTION SOFTWARE

A Volr Regitaton -

 Message Board ©

Reports + Electon Management + Stale Ules = Help+ ssTMwERRST e o ®

Locate Finished report in queue.

1. Click [Download].

2. Open CSV from web browser downloads
queue or computers download file explorer.

Report will be viewable in CSV/Excel.
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Saving Advanced Search

e Saving an Advanced Search allows you to re-run previous searches without needing to recall
or re-enter the search criteria. Factors to consider:

e Saved searches are unique to a user account.

e Only the User who created a saved search can delete it.

e Users can run a saved search any time, excluding deleted saved searches.

e Saved searches cannot be edited. However, Users can run an existing saved search, edit the

search criteria, and then save it with a new name. This will not affect the original saved

search.

e Saved searches are available to other Users and can be run by anyone with the appropriate

permissions.

After selecting and entering all parameters of
an advanced search:
» Click [Save].

Enter a description notification will appear.
1. Type in a description/title.
2. Click [OK].

To view and run saved search:
» Select Saved tab under Search
Parameters.

=4
TotalVote

ELECTION SOFTWARE

Saved searches will be listed.

1. Locate saved search.

2. Select an Action to complete:
A. Load - Run search

B. Share — Share search with other
counties/users

C. Delete — Delete search from saved
searches

201

™
TotalVote

ELECTION SOFTWARE

Actions

(YY)




Schedule a saved search to run
automatically on a daily, weekly, monthly or

yearly basis. e —
1. Select saved search to schedule. | — %+
2. Click [Load] to populate search.

Results of search will be shown.

From Search Parameters:
1. Select Scheduled Exports tab.
2. Confirm correct saved search is loaded.

NOTE: Title of the current saved search
loaded will be displayed next to [Save] and
[Search] button of Search Parameters.

1. Type in name of export into Export
Name* text field.
2. Choose frequency from Frequency*
dropdown menu:
Daily — Choose time of day only

Weekly — Choose day of week & time

Monthly - Choose day of month &
time
Yearly — Choose month, day & time

» Choose Run Length* from dropdown T
menu: s
No End — Will run continually until
manually stopped/deleted

Occurrence — Set number of times search
will run i.e. 3 times, 8 times, etc. before
stopping

End Date — Set a date in future when
search is to stop running

uuuuuuuuuuuuuuuuu

1. Click [Save Export]. s e e

2. Scheduled export will be shown under Your
Scheduled Exports.

NOTE: Saved scheduled exports cannot be @

edited once created, only deleted. If changes =

need to be made to export schedule, delete T__ ' e - o
scheduled export and start again. To delete a
scheduled export, click the [Trash] icon.

eeeeeeeeeeeeee
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When scheduled export runs at designated
time, TotalVote will send user an email
notification when export is ready to view.

User can download completed export one of
two ways.

Export can be downloaded from Scheduled
Exports tab under Your Export Files.

1. Locate correct export.

2. Click [download] icon.

Open export from web browser downloads
queue or computers downloads file explorer.

Export can also be downloaded from users
Job Queue.

Navigate to TotalVote landing page.

1. Select [Job Queue] from side task bar.

2. Select [Search Export] from Job Queue.
3. Click [Download].

Open CSV from web browser downloads
qgueue or computers downloads file explorer.

Under Search Parameters:
» Select Voting History tab.

Report Builder opens.
Voting Informationn | Voting History |Include
Voting History Data entity is automatically
selected.

» Click [Next].

203

Report Builder Report Finished

Thu 8/20/2024 12:47 PM

]

TotalVote

Your report export is complete. Please visit the Job queue to download the export.

mmmmmm
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A Voter Regisuaton = Reports~  Elecon Management - State Uniies~  Help ~

& Message Board ©

& Recently Viewed Records

Q Advanced Search

Search Parameters

"2 Rogisvantinto | ascresses | et Disticts| | @ voting istry [[Wsaved | @ schecuiea xports
First Name Last Name Middle Name Suffx USS. Citizen
° °
How Registered
Email Address Alt Email Address
ot
ELECTION SOFTWARE
€Y Voter Registration ~ Reports > Election Management~ County Utities * Help~  LAST NAM &
< Backto Reports
Add Report °
o -
Select Entty Seloct C s
oy Emy "
County Precincts With Splts Includes County Precincts and Spit Data
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The Voting History report data is displayed.
» Click a vertical ellipsis [ : ] from a column
header to sort, lock, add/remove

©

0

Select Entity

Selected Entity: Voting History

Current Applied Filters.

Select Columns

column(s) and/or filter columns data.

2211077 Rowts)

:EE:‘:A:E\\E Election ID County Name
FREEMAN ABLAKE Sort Ascending
fresmneE 1607 WASHOE Sort Descending
-
Columns
Step20f3 e WASHOE Filter
To add/remove column(s): + Sort Ascending + Sort Ascending
» Select Columns and tick/untick column(s) | | sort bescending f| It L SortDescending
and click [Apply]. & Lock & Lock
lltjolumns @ Ml Columns
To filter column data: ection ID | G
» Select Filter and choose filter type and ounty Name ot
. . . ontains i
enter data point and click [Filter]. @ fame I
bbreviation
ype | And v
Flection Date t
Contains v
egistration Open Date o
Y Filter
Once all parameters have been entered: »
» Click [Next]. —(=]
» Type in Report Name and Description « s .
. n Report g et i et
identifying its intended purpose and data
it contains. - —
» Click [Done]. _

Success notification will appear.

» Click [OK].
NOTE: Report will be saved and can be ran
again in the future as well as be available for
other users to run at any time. The Name and
Description of the report will be valuable
information for users to find, understand its
purpose, and know its data set.
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Enter additional report details or notes here.
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From the Created Reports tab: .
» Locate created report. e
» Click [Run] under Actions. e

Reports v Eloction Management ~ State Utites » Help ~

Version: 10.240827.7

Success notification will appear.

» Click [OK].
Report will export in background and can be
viewed in Job Queue when complete.

Export sent o background process. Status will appear in

When report is ready to be viewed, TotalVote will

Report Builder Report Finished

send user an email notification. ~ .
TotalVote
Your report export is complete. Please visit the Job queue to download the export.
Navigate to TotalVote landing page. TotalvSte
1. Select [Job Queue] from side task bar. o e o e o =
2. Select [Report Builder Report] from Job B
Queue. —
:E o=
Locate Finished report. r
1. Click [Download]. o T
2. Open CSV from web browser downloads B
queue or computers downloads file explorer. e ]
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Report will be viewable in CSV/Excel.

Creating Notices from Advanced Search Results

1006090

Generate notices for registrants who meet the Advanced Search parameters. Notices
will only be created if the voter does not already have an unsent notice of selected type

created.

From Results of completed Advanced Search: = ===

» Select notice type from Create Notice E———
d opdo e u Results Create Notices: Seiect o B Expor | [ = Callapse.

ot acr BALLOT ENVELOPE o Reno o

- BALLOT REJECTION. ko oo el

ACTM CANDIDATE FILING FORM E e e

s ATV CITIZENSHIP BOX MARKED NO ol Lot o

ACTM CITIZENSHIP BOX NOT CHECKED fror REno 9508

Search Parameters = ]
Results Creste Notices:| ADDRESS CONFIRUATION (B [Somme]
- T e e
- = T T - s
T . e o T o
= e S e = =
—) e o o T T — -
I e R e =
o e T e e o
e R R = "
T . T T YT = -
SR T O e e = =
= oy . P T - -
= = | e SRR — =5
e—— o T T = -
LAl e G e = = :

Notice Creation notification is displayed.
» Review and confirm creation.
» Click [Yes].

Notice Creation

This will create a notice of this type for all voters in the
list. Notices will only be created if the voter does not
already have an unsent notice of this type and the
county does not opt out of this notice type. Are you sure
you want to continue?
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Notice Creation Job notification is displayed.
» Click [OK].

Notice Creation Job

Due to the number of records, this job has been sent to a
background process. You will receive an email when it is
complete.

TotalVote will send user an email notification R
when background process is complete, and
created notices are available to be processed.

This email i to inform you that your notice creation job has completed.

For instructions on how to process unsent e :
notices see Processing and Sending Unsent |E'*_ R
Notices user guide. : T TR =1=T=-=1=]=]
LT M iy Bt s J rom ] o o | o |
| S e e DoCrmEme
e, .. DoCEEEe
! o mra o=t [ e J st J e | e |
! ui e l’ Doemme
| | (o8 mmmae el | —
| (e e
! ©  Som e bute b [ 2t | o J bt e | e e | Ol
Search Tips
Wildcard Help
Starts With

e Objective: Search field for a value that starts with SMITH
e Example: SMITH*

Ends With

e Objective: Search field for a value that ends with OWN
e Example: *OWN returns BROWN or CROWN

Sounds Like

e Objective: Search field for a value that sounds like SMITH
e Example: SMITH%, %SMITH, %SMITH%
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Start a search using the first three letters of the voter’'s First Name and Last Name, as
well as their Date of Birth. An asterisk (*) may be used as a “wildcard” to perform partial
name searches. For example:

“DAVI*” may return names David, Davis, Davina, and so forth.
e If searching for “Mickey Mouse” born on August 16, 1965, search parameters
would look as follows:
o First Name: MIC*
o Last Name: MOU*
o Date of Birth: 08/16/1965.

Some people shorten their names or use nicknames. If you don't get a match one way,
try a different version of the name. For example:

e Patricia might be in the system as “Pat.”

e For Michael or Mike, you should use “Mi*” as the First Name to bring up all
possibilities.

e Someone named William might use Will or Bill.

Certain fields (Registration Date, Effective Date of Change) work on date ranges. For
example:

e To search for a single date rather than a range, enter the date in the first date
field for that category and leave the second field blank.

e To search for results up to and including a specific date, use both date fields on
this page. For example, to search for registration dates prior to and including
10/06/2019, enter a Start Date of 1/1/1900 and an End Date of 10/7/2019.

TIP: Enter criteria on the [Addresses] tab to limit results by geography.

Enter the Street Address portion only. Do not enter City/State/Zip, as these are
sometimes written incorrectly on registration forms.

e Enter entire street address in the Address field, including the Number, Street
Name, and Street Type (ST, DR, PKWY, etc.).

e Enter Street Type as an abbreviation (ST, RD, PKWY, etc.); DO NOT type the full
word (STREET, ROAD, PARKWAY, etc.).

e DO NOT enter a Unit Number. This will not return any results.

o TIP: Still struggling to find a record? Try reducing the number of search parameters.
For example, if you entered First Name, Last Name, Date of Birth, SSN, and DL, try removing
the Date of Birth and SSN.
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The Advanced Search Log keeps a record of all Advanced Searches performed by each
TotalVote User. County Administrators can query Advanced Searches completed by

each user and run the search for their own use.

From Navigation Bar:
» Select Reports > Advanced Search Log.

Report Log Search screen will display.

» Select Username from User dropdown
menu.

» Choose to search by Specific Date or
Date Range.

» Enter or select date or date range.
Select a county from County dropdown
menu (optional).

» Click [Search].

Results will display.
» Click [>] to show search parameters of a
search.
» Click View (blue hyperlink) to load all
search parameters to a new Advanced
Search.

Advanced Search will open in new browser
window with all search parameters entered
and/or selected.

» Verify all parameters are correct.

» Click [Search} to run search.
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More information to come.

More information to come.

Reports Canned Reports

Canned reports are pre-loaded reports used for starting election preparations and
making sure that precincts are correct. There are a variety of canned reports available.
For a description and explanation of each canned reports data see Canned Reports

Definition.

From Navigation bar:
» Select Reports > Reports.

» Select a report from listed canned
reports.

NOTE: If selecting a report from Audit Export
CSV or State CSV, report will automatically
download as CSV. Open report from web
browser downloads queue or computers
downloads file explorer.

Report window will load and display selected
report.

Reports toolbar:

Refresh report

Print view

Download report (to PDF, CSV, excel, etc.)
Print

Zoom in/out

Search for key words.

ocupwON =
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IF a report allows data to be filtered, filter
options will be shown to right of report.

» 1. Choose all needed filter(s).

» 2. Click [Preview] to load filtered report.
For this example, Registered Voters by Precinct
report is filtered by Assembly District and Active
Voters Only.

To download report:
e Click [Download icon].
e Select file format i.e. CSV, Excel, PPT,
PDF.
e Open file from web browser downloads
queue or computers downloads file
explorer.

To print a report:
» Click [Printer icon].
Print dialog box displays.
» Select print settings.
» Click [Print].

:gistration > Reports~  Election Management ~

TotalVote [ ]
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IMPORTANT: Some reports listed below may not currently be available in TotalVote.
They will be available in a later Phase. As they become available, the Appendix will be

updated.

Ballot Processing

TIP: Reports in this category allow for exporting to PDF and Word ONLY.

Ballot Proofing By Ballot: Lists all ballot styles with ballot party precinct parts and all
contest and candidates. Prerequisite: Creating Ballot Syles.

Ballot Proofing By Contest: Lists all contests for active election by ballot styles showing
all precinct parts ballot styles. Prerequisite: Creating Ballot Syles.
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Ballot Proofing By District: Lists all districts that have ballot styles showing all precinct
parts ballot styles and contests/candidates. Prerequisite: Creating Ballot Syles.

Ballot Proofing By Precinct Part: Each precinct part in election listed with every ballot
style, ballot party and contests and candidates. Prerequisite: Creating Ballot Syles.

Ballot Styles List: Shows all the ballot styles for the current election (Ballot Name, Ballot
#, Precinct, Precinct Part, Active/Inactive registrants, Underage Registrants, and
County). Prerequisite: Creating Ballot Syles.

TIP: Reports in this category allow for exporting to PDF, CSV, Excel, PPT, and Word
ONLY.

District Management: Shows all the changes made to districts within a county with a
specified date range. Prerequisite: Changes have been made to a district in a county.

District Precinct Split Voters Counts: Shows the voter counts by precinct on the method
used to vote. (Polling Place - Inactive/Provisional/Late Registration, or Absentee -
Active/Inactive/Provisional/Late Registration).

Districts with Precinct Assignments: Shows all the precinct splits/parts for each district
within the current county.

PCP Calculations - Precinct Committee Persons for all the precincts in the current
county it calculates the number of PCP based on the # of voters per PCP, with a min
and max PCP.

Precinct Part Management: Shows a log of all the changes made to precincts with the
current county. Prerequisite: Any changes made to precinct parts in a county.

Precincts with District Assignments: Shows all the districts assigned to precinct parts
in the current county.

TIP: Reports in this category allow for exporting to PDF, CSV, Excel, PPT, and Word
ONLY.

Candidate in Election: Shows all the candidate information by contest for the current
election (Name, Filing Date, Status, Party, Ballot Order, and Write-In).

Contests in Election: Shows all the contests for the current election and current county
in office sequence order (Ballot Title, Office Seq No, District Type, District, Term Length,
Vote For, # of Candidates, Is In Election).

Cost Tracking: A report that you choose an amount, and it will split that amount based
on the % of total voters a county has.
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Election Districts Included in Election: A filterable list of all the districts in the current
election by district type.

Summary Bucket Report: Shows the vote types by precinct for the current county

(Election Day, Mail, Provisional, Total). Prerequisite: Upload results files or manually
enter results for Provisionals, Mail, Election Day, etc.

TIP: Reports in this category allow for exporting to PDF, CSV, Excel, PPT, and Word
ONLY.

Active Inactive Voters by District: Shows Active/Inactive voters by District, broken out
by Party.

Active Inactive Voters by Precinct: Shows Active/Inactive voters by Precinct, broken
out by Party.

Active Voters by District: Shows Active voters by District, broken out by Party.
Active Voters by Precinct: Shows Active voters by Precinct, broken out by Party.

Active Audit Report: Shows the logs of all the employee changes made to voters within
a specified time range.

Household List: This report is a list of all households that have at least one registered
voter at the address based upon chosen search parameters. Prerequisite: Enter in
District Name.

Household Mailing Labels: Export to create household mailing labels for sample ballots
for eligible Active voters for the current election.

Late Notice Stats: Shows a list of reports that have code hooks that require responses
by the voter in a certain number of days.

Opt Out Report: Allows Users to select from election, status, and party, to filter down on
Opt Out voters (Opt out of VBM).

Opt Out Report with Voter Data: Allows Users to select from election, status, and party,
to filter down on Opt Out voters (Opt out of VBM) with the Voter ID and Vote name
listed.

Registered Voters By Precinct: Shows count of all the registered voters by party.
Filterable by district type and Active Only for the current county.

Registered Voters by Split: Shows the count of all the registered voters in a split for the
current county. Filterable by voter status.
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Sent (Printed) Notices with Address: Shows all the notices that have been marked as
sent for a given date range and notice type.

Statewide Registered Voter Statistics by Party: Shows the count and percent of all
voters by county and party. Filterable by Active Only.

Statewide Voters by County: Same as previous report but without the percentages.

Voter Counts By District Type: Shows a count of all the voters for the current county by
district type. Filterable by district type and voter status.

Voter Registration Statistics by Congressional and Legislative: Shows the voter counts
grouped by district type then by district.

Walking Odd Even Report: Shows the walking list for voters, grouping by precinct split,

then street, then house. filterable by odd/even, precincts, splits, districts, and voter
status.

TIP: Reports in this category allow for exporting to CSV ONLY.

Ballot Question Changes: Shows the logs of all the changes made to ballot questions.
Candidate Changes: Shows the logs of all the changes made to candidates.

Canvass - County Summary: Filters based on Party that shows information by contest
and candidate result information. Prerequisite: Results must be uploaded to TotalVote
for canvass reports to display results.

Canvass - Discrepancies Summary: Shows all the ballots that have been sent but not

received or rejected. Prerequisite: Results must be uploaded to TotalVote for canvass

reports to display results.

EASE File Upload: Provides data for the counties to upload to the state.

Office Changes: Shows the logs of all the changes made to offices.

Sample Ballots (English): Provides the counties with voter data to provide mail vendor.

Precinct Information for TotalAddress: Shows all the precinct codes, precinct name,
and county FIPS codes from TotalAddress.

Precinct without Ballot Styles: Pulls ballot styles assigned to precinct for active
election. Can be used as an audit tool for county users.
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Summary Bucket By Precinct: Same as Summary Bucket Report (under Election
Management reports) but done at a precinct level. This report has significantly more
records in it.

Report Builder — Creating a Report

Report Builder is used to build reports on voting, election ballot measures, and voting
locale information.

From Navigation Bar:
» Select Reports > Advanced Search.

o
TotalVot

ELECTION SOFTWAR

ﬁ Voter Registration | Reports * Election Mandgement ~ County Utilities ~ Help~

Advanced Search h
B

WASHOE = i

T Ballot Search

I Registrant Record Views |4:35:51PM
| users 3PM - 3:30PM PST every day except

¢
1 Reports

From Search Parameters: o
» Click [Go to Report Builder —].

From Created Reports tab: L
» Click [Create Report +].

-----
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From Add Report screen: Vs

» Select Entity to include as reference data. =™ —

» Tick checkbox in source column next to
desired entity.

» Click [Next]. 25 7o

Regisation Reports

€ B
Add Report

Select Columns screen displays previewing
columns report can produce, and number of rows
returned. 2 2.
» Select Columns.
» Click vertical ellipsis [ : ] from a column
header to sort, lock, add/remove
column(s) and/or filter columns data.

« Back (o Reports

Add Report [ P

GENERALELECTION 0

To add/remove column(s): t Sort Ascending t Sort Ascending
» Select Columns and tick/untick COlumn(S) {4 Sort Descending f It | Sort Descending E
and click [Apply]. & Lock & Lock
n Columns@ | Il Columns
. [ b I E
To filter column data: lection ID : Y Filter é
» Select Filter and choose filter type and ounty Name Containe v
enter data point and click [Filter]. & Jrame o .
bbreviation
ype «  And v
Flection Date t E
) : Contains v
egistration Open Date . ¥

| It
i i 3 Clear m
Y Filter

Once all parameters have been entered:

b Click [Next]. —>(m]
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» Enter Report Name and Description S —

identifying its intended purpose and data | """ ’ o == o
it contains. 2 o e
» Click [Done]. __
Success notification will appear.
» Click [OK].
NOTE: Report will be saved and can be ran again

in the future as well as be available for other

users to run at any time. The Name and ‘
Description of the report will be valuable
information for users to find, understand its
purpose, and know its data set.
From the Created Reports tab: R ot o e e .
» Locate created report. = s
» Click [Run] under Actions. e
. —
= e O — =R
- Pustc Recuest s2sa02t s3000PM -y <“"z

Success notification will appear.

» Click [OK].
Report will export in background and can be
viewed in Job Queue when complete.

Success!

Export sent to background process. Status will appear in
fob

When report is ready to be viewed, TotalVote will

Report Builder Report Finished

send user an email notification. orely LDIEIE = B

TotalVote

Your report export is complete. Please visit the Job queue to download the export.
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Navigate to TotalVote landing page.
1. Select [Job Queue] from side task bar.
e Select [Report Builder Report] from Job
Queue.

Locate Finished report.
e Click [Download].
e Open CSV from web browser downloads
gueue or computers downloads file
explorer.

Report will be viewable in CSV/Excel.
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Share, Edit, Delete and Schedule Created Reports

Share a created report with other users

in same county.

From Report Builders Created Report Tab:
» Click [Share] under Actions.

o
TotalVote

ELECTION SOFTWARE

A VoerRegstraion™ Repors = Electon Management = County Unities = Help©

Report Bulder
Created Reports

Actions.

Run

Share =2 ||Edit &

Share Report dialogue box will display.

e Select individual user(s) from dropdown
menu OR Tick Select All checkbox to
share report with all users in county.

e Click [Share Report].

ear in the users "Shared Reports” tab.

Select a user to share the report with

VoteDesk1 Washoe (votedsk) X [N

Success notification will display.
» Click [OK].

Created report can now be ran by user(s) who TotalVote =
report was shared with. P ———— —
Shared reports can be found under Shared S ==

Reports tab.

SR—

Created Reports = Shared Report(s\

BPrg Totalvote




Edit a created report. Totalyete —
From Report Builder Created Reports tab: O —
» Click [Edit] under Actions. i e

CrenesRepens

Cuose Repen®

oer sty Repont Vetng Hatry st 1 see votr sty osansssi0 P > =0

Actions

BPro Totaivsts

Report will open in Select Column page. _—

» Edit columns and filters.

» Click vertical ellipsis [ : ] from a column
header to sort, lock, add/remove ———
column(s) and/or filter columns data.

» Click [Next] when edits are complete.

» Update Report Name and Description if — .
Add Report » o oerusers
needed.
» Click [Done]. o _o— o

Voting History Demo

Description

Enter additional report details or notes here.

Share t

sepsars Fo

Success notification will appear.
» Click [OK].

Report has been successfully updated with new
edits and can be ran by user and shared users. B




Delete a created report.

From Report Builder Created Reports tab:
» Click [Delete] under Actions.

Are You Sure notification will appear.
» Click [Delete Report].

Success notification will appear.
» Click [OK].
Report is removed from Created Reports tab as

well as from any user who report was shared
with.

TotalVote

ELECTION SOFTWARE

A VoterRegiraton Reports = Electon Management = County Utiies = Help~ e eacomarid .
Repor i
Created Reports

= = Vi ==
[ e s e
Actions
X =
¢ e
BPro Totavsie k

Total e s
Schedule a created report and shared rerr——— LS
report to run automatically on a daily, et e
weekly, monthly or yearly basis. 3 m— = =
From Report Builder Created Reports tab or e —— — A
Shared Reports tab: —
» Click [Schedule] under Schedule. LN
BPro Townvste 1-10f1 item: Vorsan 1024087
Schedule Exports for... dialogue box will display.  [™* ==
» Click [Add a new scheduled export]. ' pr———— .
[ oispiayins|

Name Greated




» Enter a name of export in Export Name*
text field.
» Choose frequency from Frequency*

Schedule Exports for Voter History Report

dropdown menu.

Daily — Choose time of day only
Weekly — Choose day of week & time

Monthly - Choose day of month &
time
Yearly - Choose month, day & time

» Choose Run Length* from dropdown

m en u . Schedule Exports for Voter History Report

No End — Will run continually until
manually stopped/deleted

Occurrence — Set number of times

search will run i.e. 3 times, 8 times,
etc. before stopping

End Date - Set a date in future when
search is to stop running

» Click [Save Export].

Schedule Exports for Voter History Report

Voter History

Frequency
Daily

Time *
121700PM

RunLengh

No End

Success dialogue box will display.
» Click [OK].

Scheduled export will be shown under Reports
Scheduled Exports. Schedule Exports for Voter History Report
NOTE: Scheduled exports cannot be edited once (e )

created, only deleted. If changes need to be
made to export schedule, delete scheduled

export and start again. To delete a scheduled

export, click the [Trash] icon.
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When scheduled export runs at designated time,
TotalVote will send user an email notification
when export is ready to view.

Navigate to TotalVote landing page.
e Select [Job Queue] from side task bar.
e Select [Report Builder Report] from Job
Queue.

Locate Finished report.
e Click [Download].
e Open CSV from web browser downloads
queue or computers downloads file
explorer.
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Electronic Register Testing [ Poll Pad Certification in ePulse

In ePulse, assign two Poll Pads to each active Vote

Center.

Test the Following on Poll Pad #1

Vote Center

Poll Pad #1

Poll Pad #2

Early Voting O Election Day [
Test Date/Time

Tester Name

Signature

11

[ Pass
O Fail

a.

[ Launch the Poll Pad application and click [GET STARTED].

1 Enter the Operator Election Officer Username and Password.
[1 Select [SIGN IN].

[ Select SCAN BARCODE.

[ Scan Driver License or Ballot barcode.

[ Verify voter record or No Records Found.

1.2

[ Pass
O Fail

S~ 2T O >

[%2]

S S0 Q0T ®|tho Q0T

[ Select [START OVER].

[] Select [MANUAL ENTRY].

[J Select [ADVANCED OPTIONS].

[ Select the STATUS option.

] From the STATUS dropdown list, select Active.
[ Select [Search].

O click &8 gear symbol on left of a voter.

[ Enter the Advanced Functions password.

[ Verify [REPRINT VOTER RECEIPTS] button.

[ Click X to the right of voter name.

[ Launch the check-in process by selecting the voter.
[ On the WARNING screen, select [ACCEPT].

1 On the Is this you and is your information correct? screen, select
[YES THIS IS ME BUT MY INFORMATION IS INCORRECT].

[ Select [CONTINUE].

[0 On the Voter Update screen, select [Next].

1 Remove part of the street name on the Voter Address screen. Click [Next].
[ Select a precinct and split on the Jurisdiction Details screen.

[ Enter the new Add voter Jurisdiction Screen password, if applicable.

[ Exit the process.

13

[ Pass
O Fail

o 0 T W

[ Select MENU and select Tools & Settings.

[ Enter the MENU password.

[ Select MENU and select [Exit Application], [Exit Application]
[ Enter the new Guided Access Mode Password.
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1 Pass
O Fail

Locate the TotalVote PrecinctBallotStylesFile download and print it. Use
the list to ensure you check each Precinct Split.

O Launch the Poll Pad application and select [GET STARTED].

[J Enter the Operator Election Officer Username and Password.

[0 Select [MANUAL ENTRY].

[0 Select [ADVANCED OPTIONS].

[0 Select the STATUS option.

0 From the STATUS dropdown list, select Active.

0 Select PRECINCT CODE option.

[J Select the PRECINCT and SPLIT from the dropdown lists.

O Select [Search].

O If No Records Found is displayed, select [OK]; select the next SPLIT.

O Select an active voter and complete the check-in.
Important: Do NOT use the same voter for more than one Vote Center.
O To encode ballot on a voter card, select [CREATE CARD].
. O Note Processed Successfully message.
I Verify the receipt.
O Verify on a Ballot Marking Device that the card is accepted, and the
correct ballot is displayed.
p. [ Repeat with a voter from each precinct in the printed list.
NOTE: The PRECINCT dropdown list shows only 30 items. If a specific
precinct number is not listed, type the first character of that precinct to
refresh the list.

TS 0 Q0 T W

~

°© =2 3 =
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[ Pass
O Fail

Locate the TotalVote PrecinctBallotStylesFile download and print it. Use the list
to ensure you check each Precinct Split.

g. [ Launch the Poll Pad application and select [GET STARTED].
[ Enter the Operator Election Officer Username and Password.
[] Select [MANUAL ENTRY].
[] Select [ADVANCED OPTIONS].
[J Select the STATUS option.
[ From the STATUS dropdown list, select Active.
. [ Select PRECINCT CODE option.
[J Select the PRECINCT and SPLIT from the dropdown lists.
[ Select [Search].
[J If No Records Found is displayed, select [OK]; select the next SPLIT.
. [ Select an active voter and complete the check-in.
Important: Do NOT use the same voter for more than one Vote Center.
bb. [0 To encode ballot on a voter card, select [CREATE CARD].
cc. [ Note Processed Successfully message.
dd. [ Verify the receipt.
ee. [1 Verify on a Ballot Marking Device that the card is accepted, and the correct
ballot is displayed.
ff. [J Repeat with a voter from each precinctin the printed list.
NOTE: The PRECINCT dropdown list shows only 30 items. If a specific precinct
number is not listed, type the first character of that precinct to refresh the list.

-

N< X s <c o

Q
Q

Validate Status Updates from Poll Pad #1 on Poll Pad #2

3.0
O Pass
O Fail

Verify key check-in workflows.

On Poll Pad #1.:

[J Launch the Poll Pad application and select [GET STARTED].
[ Enter the Operator Election Officer Username and Password.
[ Select [SIGN IN].

[J Select [MANUAL ENTRY].

[] Select [ADVANCED OPTIONS].

[ Select the STATUS option.

1 From the ABSENTEE STATUS dropdown list, select Voted.
[ Select [Search].

[ The expected result is No Records Found.

If any voters are found, contact the Help Desk.

S@ S0 o o0 T o

3.1

a. [ Select RESET to clear the previous search criteria.
[J Select the STATUS option.
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O Pass

c. [ Fromthe ABSENTEE STATUS dropdown, select Mail Ballot Voted.
O Fail d. [ Select [Search].
e. [dSelecta voter from the list and verify the check-in process terminates as
“Mail Ballot has been voted”.
3.2 a. [JSelect RESET to clear the previous search criteria.
[ Pass b. [ Selectthe STATUS option.
O Fail c. [ From the STATUS dropdown list, select Active.
d. [ From the ABSENTEE STATUS dropdown list, select Mail Ballot Sent.
e. [ Select[Search].
f. [ Select a voter, take note of the voter’s name.
g. [ Verify Surrender mail ballot or sign affirmation screen is included in check-
in workflow.
h. [ Check in voter all the way to encoding the ballot code on a card followed by
the Processed Successfully message.
i. [ Verify the receipt.
j. OO OnPoll Pad #2 search for the same voter and verify that the voter’s status is
updated to Voted.
3.3 a. [ OnPoll Pad #1, select [MANUAL ENTRY].
O Pass b. [ Search for the same voter again.
O Eail c. [ Click on the gear symbol to the left of the voter’s name.
d. [ Enter the Advanced Functions password.
e. [Select [CANCEL VOTER CHECKIN].
f. [ Enter Poll Worker Name, select a Reason, add text in the Type Details field,
select [NEXT].
g. [JSignand select [SUBMIT].
h. [ On Poll Pad #2 search for the same voter; verify that the voter’s status is no
longer Voted.
3.4 a. [ Onthe Poll Pad #1, select [ADVANCED OPTIONS].
[Jpass | P- U Selectthe STATUS option.
I Eail c. [JFrom the STATUS dropdown list, select Inactive.
d. [ Select [Search].
e. [ Selectavoter, take note of the voter’s name and start the check-in process.
f. [ Onthe s this you and is your information correct? screen, select
[YES THIS IS ME BUT MY INFORMATION IS INCORRECT].
g. [ Select [CONTINUE].
h. [ Change the voter’s Last Name, Party and Address. Ensure the address is

validated.

[J Review the changes on the Voter Update Confirmation Signature page,
including Precinct and Split.
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j. O Complete the same day registration update.

k. O Ifinformation is correct, select [SUBMIT].

I. [ Select the voter again and verify that the voter now has the updated name,
party and address information and check them in all the way to encoding the
ballot code on a card followed by the Processed Successfully message.

m. [ Verify the receipt.

3.5 a. O OnPoll Pad #1, select [MANUAL ENTRY].
[] Pass b. [ Enter arandom string in the Last Name search field.
1 Fail c. [dSelect [Search].
d. [ A No Records Found message should appear,
(if not, enter a different random string).

e. [Click [OK], select [REGISTER].

f. [ Complete registration to add a new registrant.

g. O To process the provisional ballot and encode ballot on a voter card, select
[CREATE CARD].

h. [ Note Processed Successfully message.

i. [ Verify the two identical PROVISIONAL receipts.

j. O Verify on a Ballot Marking Device that the card is accepted, and the correct
ballot is displayed.

k. [ On Poll Pad #2 search for the newly registered voter name and verify the
voter’s status is updated to Provisional

3.6 a. [JRepeat Steps 3.0 through 3.5 for each Vote Center Poll Pad pair.
In ePulse

4 Verify that updates made on Poll Pads were communicated to ePulse.

[0 Pass | @ 1 Verify that the Certification Election is selected.

O Fail b. [ Select VOTERS in the left navigation menu.

c. [ Verify that all the test added voters and tested voters with updated
information are listed under PROCESSED VOTERS.

[ Verify that all test registered voters are listed under ADDED VOTERS.

e. [Verify all tested voters with updated information are listed under ADDRESS
CHANGES and NAME CHANGES.

5 Verify that the updates made on the Poll Pads are available in reports
[0 pass | @ [1 Select REPORTING in the left navigation menu.
O Fail b. [ Select VELOCITY REPORT.

c. [ Select the Voter Check-in Details with Signatures report.

d. [ Verify ELECTION toward top right of screen is Certification Election.

e. [ Verify the report lists the expected number of check-ins.
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Generating and Uploading ePulse Files
Setting up an election requires actions in TotalVote, ePulse, and on Poll Pads. Election

and voter information is exported from TotalVote and imported into ePulse, which is
used to configure and manage Poll Pads.

Before generating ePulse files, the following TotalVote processes must be complete:

e Election set up

e Polling locations assigned

e Contests and Candidates set

e Ballot styles generated and proofed

This document covers how to generate ePulse voter, signature, polling place, precinct
ballot styles, and address files in TotalVote and use those files to set up the election in
ePulse and on Poll Pads. Each step is identified as a TotalVote, ePulse, or Poll Pad
process.
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Generating ePulse Files in TotalVote

Building an Election in ePulse

With signature and election files created and exported from TotalVote, the next step is
to build the election in ePulse.

Return to the ePulse landing page and s n =
select ELECTION SETUP > ZKNOWINK E] [
ELECTIONS. ‘_ Welcome to ePulse -~

epULSe epulse ELECTIONS

Click X Create Election.

To allow information to flow between
TotalVote and ePulse, ensure

Create with a Gateway API is toggled
ON.

Click Select an Option and select
nevada-release.app.epulse.io.

epulse Create New Election

Click Choose a File, navigate to select
the VoterFile downloaded from
TotalVote, and click [CONTINUE].

CONTINUE
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While the Voter File is processing,
enter the election details:
e Election Name
e Election Code
(election# + Environment,
e.g., 1905_TST)
e Election Date
e Election Type
» General (no party logic)
» Primary (party logic)
e Polls Open/Close Hours
(7:00 am/7:00 pm NRS
293.273)

eputse FLECTION CREATION

Review the Voter File import to
confirm the number of precincts and
voters is accurate and uploaded
without errors.

When the import is complete, the
system displays Done!

Click [NEXT].

While Polling places are unlikely to change significantly between elections, all polling
place information in ePulse is election specific. A new polling place file is generated in
TotalVote and uploaded to ePulse for each election. This ensures the most current
information is always available on Poll Pads.

epulse ELECTION CREATION

On the Configure Polling Places
screen, select Import Places. o sl Pleees
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e Ensure Create missing
precincts toggle is
selected/ON.

e Navigate to the downloaded
PollingPlacesFile and double
click to select it.

e Click [CONTINUE].

Note the number of polling places
imported and click [DONE].

To compare the list of polling places

imported in ePulse against the list of
active polling places in TotalVote, log
in to TotalVote. Select Election
Management > Polling Locations >
Add/Edit Poll Locations and click
[Export as CSV].

Polling Places imported into ePulse
should match active Vote Centers in
TotalVote.

Review the extraction process to

verify that all expected precincts were

created.

When the system displays Done!, the
import is complete.

Click [DONE].

epulse  POLLING

ELECTION 3
SETUP CONTINUE

Processing File

For: Jg 2024 Gansral - 07/0412024

Add New Polling Active
Place
— ==
Ballot

Hours of Poll Replacement Drop Early Palling
Operation  Location Name id Address  City Zip Description Status Center Box  Vofing Mobile Place

Cartwright  Highlands Room

> DateTimes Fire Station 72 422 2810 Ve 88521 Training hetive  False True False False  False
Road

Canyon Room

> DaleTimes Fire Station 74 az0 4w Lackwood 88434 Common  Active False True True  False  False
Wy

Processing File
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The Configure Polling Places screen
is displayed. Click the Other settings [
down arrow to open the list of
precincts.

Configure Polling Places

Canfirmation

ADD POLLING PLACE IMPORT PLACES

Other

Configure Polling Places
Confirm that all precincts are listed FOp——
under Other and click [DONE].

Note: Nevada’'s Vote Centers make it
possible for any voter to vote at any
vote center in the county. Voters are
not assigned to specific polling places
and polling places are not assigned to
precincts.

4 Voter Registration~ Reports = Elsction Managsment = County Utlites = Help=  LAST NAME, iR e »
To compare the list of precincts in :

TotalVote, log in to TotalVote. Select ==
Reports > Reports and select District i S—

]
L

Splits

Precinct Split Voters Counts. The
report will be blank initially.
Select Precincts and click [Preview].

2= navada-release.app epulse.e/elections/24/configure a 4% & 2
The warning message unassigned IT— —
voter appears. This is as expected
because Nevada voters are not
assigned to specific polling places.
Click [OK].

Pracinct List
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When a Same Day Registrant enters their home address on a Poll Pad, ePulse validates
the address against street rules — a database of known valid street addresses exported
from TotalVote.

A new Address File is created each time ePulse files are generated in TotalVote.
Uploading the new address file is part of the process each time an election is created in
ePulse.

Set TRANSFER POLL PADS to
NONE.

Ensure the UPDATE APP
ELECTION toggle is selected/ON.
Click

IMPORT ADDITIONAL STREET RU
LES.

Navigate to select the downloaded
AddressFile, and double click to open

it.

The address file name is
displayed.
Click [CONTINUE].

Upload Address Import File

Select the file to upload

2017DemoAddressRules(MO)V4.txt 1] |

ePulse imports the file and
displays a transaction history.
Confirm that the expected number
of address rules imported.

When the process is complete,
click [DONE].

Processing File
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To compare against address data t

in TotalVote, log in to TotalVote. Manage Export |

Select County Utilities > o oo - | [——— .. [——
TotalAddress. Select Manage >

Export > [Export County

Addresses].
nvosoe €3 B D+ = Aoone om0 ot b v weemo @) @

. Fle  Home Insert  Pagelayout  Formulas  Data  Review View  Automate  Help  Acrobat © Comments | [ share ~
Open the file from the downloads P T e 5

folder and scroll to the last line of o T T I T T Ee

3917|990 HAMIL 990 HAMILTONRD 0 RENO 89521, 32029 500 3938009 -119.664

i 990 SE ST 990 S E ST 0 VIRGINIACITY 89440 32029 '0200 39.29754 -119.654
addresses. Compare the line number : Sty soun

3919/991SC ST c 39.29793
. . 3920 9915 D ST 991s D ST 0 VIRGINIACITY 89440 32029 "02.00 39.29764 -119.654

with the number of rules |mp0rted' wrwmsest s € s ovRGINACTY 85t wm o wome usem
39221994 SC ST 994 s c ST 0 VIRGINIACITY 89440 32029 02.00 39.29805 -119.655
3923 996 S E ST 996 S E ST 0 VIRGINIACITY 89440 32029 %52.00 39.29732 -119.654
BELGH 999 BELGIUM CT 0 SPARKS, 89437 32029 12 39.5569 -119.541
3925
225
a7

ADDRE 32029 20240624 Exported ®n

L keots 5 Accessvi: Unovatiote El [ w—

PROCESSING VOTERS FILE
When the Street Rules have finished
processing, the Additional Options
screen is displayed again.

Set TRANSFER POLL PADS to NONE,
scroll to the bottom and click [DONE].

Additional Options

STREET RULES

IMPORT ADDITIONAL STREET RULES

STREET RULES:

TRANSFER POLL PADS @

NONE

The Create New Election summary
screen is displayed.

Carefully review election details,
comparing against TotalVote data.
Click [CONFIRM] to save the newly
created election.

Important: If you navigate away from
this screen without clicking
[CONFIRM], the election setup is not
saved.

ELECTION DETAILS

CONFIRM
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Throughout the setup of a new
election, the upper right corner of the
ePulse landing page displays the
name of the last election.

After Election Details are confirmed
on the Create New Election page, the
name of the newly created election is
displayed.

Note the election creation date and
time.

ELECTION DETAILS Q

Documentation County
6.3 PLE Tst Election

ACTIONS MPORT SUPPLEMENTAL VOTERS

6.3 PLE TST ELECTION

06/11/2024 DOWNLOAD ORIGINAL VOTER FILE
TYPE:

CREATED AT Tools

After the voter, polling place, and address files are imported to ePulse, regenerate the
database to create the seed files for use on Poll Pads.

From the Election Details screen,
select Regenerate PollPad3 DB.

Ensure the Use Election Creation Date

toggle is not selected/OFF and click
[REGENERATE].

Two “seed” files are listed under
RECENT ELECTION FILES.

A progress bar is displayed for each
file until the process is complete and
progress bars are replaced by
Download links.

POST MOCK 1 TRAINING

07/04/2024 DOWNLOAD ORIGINAL VOTER FILE

ructed to do so by

CANCEL REGENERATE

RECENT ELECTION FILES
Brview All Election Files

Type Date

Election Seed DB 3.5.0 3/13/2024 10:44 AM

Election Seed Files 31 024 10:44 AM
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The signature file is a zip file containing digital images of voter signatures. Depending
on the size of the county, the initial download process can take hours or even days.
Once downloaded, that signatureExport_init file is imported into ePulse and used to
regenerate a signature file for use on Poll Pads. After the close of voter registration
prior to an election, additional signatures can be added to the database using an
incremental process.

,
From the ePulse landing page, select . pr [z]
ELECTION SETUP > ELECTIONS. BKnowiNK [

Welcome to ePulse

epulse epulse  ELECTIONS

Click Signatures.

epulse
[Choose a File] and navigate to the '
most current signatureExport_init file
downloaded from TotalVote.

Select the signature file and
[CONTINUE]

natures File

se SIG! JRFS IMPORT
ePulse retrieves, extracts, and '
imports the signatures and
displays Done! when complete.
Confirm that the number of signatures
imported is a sensible proportion to
the number of registered voters
(usually double or triple) and click
[DONE].

Note: Signatures for cancelled and
inactive voters are included in the
download.

Processing File
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With details of the current election
displayed, select Regenerate
Signature DBs.

Regenerating the Signature dB creates
the download that displays signatures
on Poll Pads.

ACTIONS IMPQRT SUPPLEMENTAL YOTERS

POST MOCK 1 TRAINING

07/04/2024
TYPE:
CREATED AT
VOTERS:
STREET RULES:
VOTER CHECK
POLLING PLA
PRECINCTS:
STATUS:

PENDING SIGNATURE
DBS? @

Ensure that Force Regeneration
toggle is not selected/OFF and click
[REGENERATE].

Force Regeneration?

CANCEL

ADDRESS RULES

DOWNLOAD ORIGINAL VOTER FILE

REGENERATE

ELECTION DAY

A green Signature Database
generation launched status bar is
displayed across the top of the
screen.

PENDING SIGNATURE DBS? status
will be Yesll until the regeneration is
complete. This can take a few
minutes.

POST MOCK 1 TRAINING

07/04/2024

oLL W

ELECTION SETUP

r-

Refresh the page and PENDING
SIGNATURE DBS? shows No.

ELECTION
SETUP.

ELECTIONS
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The final step of election setup is activating the connection between ePulse and

TotalVote.

From the ePulse landing page, select
ELECTION SETUP > ELECTIONS.

LKNowiNK [Z]

Welcome to ePulse

1

epulse epulse  ELECTIONS

Select the Election Name link from the
list.

Select [INTEGRATE GATEWAY API].

Enter the Election URL Slug
established in TotalVote:
Countyname_electionID

(e.g., "churchill_1801") and click
[SUBMIT].
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Click [CREATE ELECTION GATEWAY
API] to initiate the process that
continuously transfers voter data
back and forth between Poll Pads,
ePulse, and TotalVote.

Under Gateway Actions, select

Pull Voter Data.

Note: If

[DOWNLOAD ORIGINAL VOTER FILE]
is displayed instead of Gateway
Actions, contact the VREMS Help
Desk.

Leave Run Job Until blank, leave Run
Only Once off/untoggled and click

[OK].

Under Gateway Actions, select
Export Voter Data.

Election setup is complete.

Note that the Export Voter Data and
Pull Voter Data process are now listed
under SCHEDULED JOBS.

Click the ePulse logo in the upper left
corner of the screen to return to the
ePulse landing page.
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To review Gateway API settings,
return to the ePulse landing page and
select ELECTION SETUP >
ELECTIONS. Click to select the
current Election Name link.

After the API Gateway begins
transferring data, the button shows
MANAGE GATEWAY API.

Note: Gateway API buttons are only
visible when the election is created
with a Gateway API and gateway
configuration.

From the TotalVote Navigation bar,
select Election Management >
Elections.

Locate the highlighted election in the

list. It may not be on the first page.
To search, begin entering the election
ID number, date, or name in the
search bar. The list of options

narrows to match the criteria entered.

Open the [Actions6] dropdown on the
highlighted election and select
Election County Settings.

Confirm that ePulse Secret, Key,

and Slug are populated.
Click to activate ePulse is Active
and [Save].

FLECTION DFTAILS

&
TotalVote

ELECTION SOFTWARE

DOWNLOAD ORIGRAL VOTERFILE | MANAGE GATEWAY API

VREMS Projact Team -

2020 WATER L Test - 182024

—

#}  VoterRegistration = Reports = Election Management = County Utiliies = Help™  LAST NAME. FIRST Rarcode o &

Message Board @
¢+ & Tasks

[ Recently Viewed Records

Early Early
Send Early LastDay to  Voting in Vaoting in
Election Election Election Election UOCAVA Books  Voting by Request Person Person Actions &
—
1762 STATE GENERAL 52/2024 2024 Mock End-io-End  3/19/2024 4030/2024 4i30/2024 51112024 51112024 |A,‘|nu-J'
:
211 DOUGLAS Genersl 1182022 Genersl [ e
e
2022 @

~+ Add Election
Id Jurisdiction  Type Date  Name Description Ballots Closed Open  Ballot ~ Open  Closed  Reports ~
il
1807
1907 STATE GENERAL 77412024 Jg 2024 oPulse 502112024 61772024 6/30/2024 GH712024 G/20i2024 (PO
General  Settings
@ test & Selact Election
"D Change Log
& Atachments
H Comments
2a2 Election County Settings E
e Sefings
oPulse Key

Pulse Secret

ePulsa Slug

storey_1907

Last Vater Syne
6M8/2024 04:38 PM

Generate Ballot Sorter Signature File

ePulse Is Active

— B
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Dominion-Specific Processes

Counties that use ES&S will NOT import the PrecinctBallotStylesFile generated from
TotalVote. KNOWINK will work with ES&S to create and import ballot styles into ePulse.

On the ePulse landing page, select L » @knOWiNK :] [
ELECTION SETUP > BALLOT STYLES -

on the left rail.

Welcome to ePulse

Click IMPORT and [Choose a File]. |=] AddressFile-8-133585603742902853.txt
Navigate to the downloaded

PrecinctBallotStylesFile- and double
click to select it. £33 PrecinctBallotStylesFile-8-133585603747758162.csv | il
Click [CONTINUE].

B39 PollingPlacesFile-8-133585603748461414.csv

s signaturebExport_init_04-24-2024_18.42.02_electionld-8-1801.zip
;= VoterFile-8-133585603708069775.zip

2= VoterFileCert-8-133585603732110731.zip

The system prompts Done! when the
import is complete.
Click [DONE].

epulse : i i

Verify that the number of ballot styles
imported matches the number in the

TotalVote Ballot Styles report and that EEEEETEEEEE
there were no import errors.
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A  Voler Registration = Reports = Eleciion Management = County Uliiies = Help = LAS| NAME FIs| Ba D
To compare against ballot styles in - PR :
TotalVote, log in to TotalVote. Select Ballot Styles List
Election. GENERAL - 7:23/2024
Reports > Reports > Ballot Styles List. SRR [P i) ==Y R
]
DOUG_GEN_NON_STYD1 4 rGenenate | o1t 217 1n o nouc s
DOUG_GCN_NON_STYD004 4 03 Gardnervilke % a o DOUGLAS

epulse

CARD ENCODER OPTIONS

From the ePulse landing page, select
ELECTION SETUP >

VOTER CARD ENCODER.

Enter Security Key and Pin provided
by Dominion.

ELECTION
SETUP

ELECTIONS

eputse epulse CARDE

Select the Election Use Type from the
dropdown list and [SAVE].
e General Election has no party
logic.
e Primary Election utilizes party
logic.
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For all Poll Pads and backups.

PollPad Election Testing in ePulse

County

Poll Pad #

Test Date/Time

Tester Name

Signature

1 Verify or change current usernames and passwords
a. [JSelect POLL PADS > CONFIGURATIONS
H Pa.ss b. [ Select current configuration 3.5.0 General (Printing and Encoding)
O Fai c. [ Select Security
d. [ Verify or change:
] Menu Password
1 Advanced Functions Password
[J Guided Access Mode Passcode
] Add Voter Jurisdiction Screen Password (if applicable)
(1 Jurisdiction Password Message (if applicable)
[] Password to Remove Provisional Status
2 Verify or change Poll Worker pin.
a. [JSelect ACCOUNT SETTINGS > RESTRICTIONS
- Pa‘ss b. [ Confirm or select Restriction preset: to One Pollworker Pin.
U Fai c. [ Confirm or change Username and Pin.

On Each Poll Pad and Backup Assigned to the Election

3 Verify Connectivity Status of WiFi and Bluetooth
0 Pass | & ] Power oniPad and Star Micronics printer.
7 Fail b. [JOntheiPad WELCOME TO POLL PAD Home Screen, open Settings:
e [1Verify Wi-Fi name of local network.
e [1Verify Bluetooth is On.
e [1Verify both Power and Bluetooth lights are displayed on printer.
e [1Select Cellular Data, verify Cellular Data is toggled ON.
4 Verify the expected iOS version is installed:
] Pass Onthe iPad WELCOME TO POLL PAD Home Screen:
O Eail a. [ Open Settings.
b. [ Under General, select About.
1 Record iPad Name
(1 Verify iPadOS Version shows 17.6.1
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5 Verify the expected Poll Pad application version is installed:
] Pass On the iPad WELCOME TO POLL PAD Home Screen:
0 Eail a. [ Open Settings and scroll to bottom left of screen.
b. [ Select Poll Pad app shows version 3.
c. [ Verify Bluetooth is ON.
d. [ Verify Local Network is ON.
e. [ Verify Microphone is ON.
f. [ Verify Camera is ON.
g. [ Verify Background App Refresh is ON.
h. O Verify Cellular Data is ON.
i. O Verify Seed Version shows 3.5.0.
j. O Verify Build shows 4.
6 Verify the Date and Time on the Poll Pad Home Screen are correct.
L] Pass
O Fail
7 Verify the expected Election is loaded into the Poll Pad application:
] Pass On the Poll Pad application Home Page:
0 Eail a. [ Verify the correct election and election type are displayed:
[2024 General Election]
b. [ Verify the election date shows 11/05/2024.
c. [ Verify the correct polling place for that Poll Pad is displayed.
d. [ Verify number of Precinct Records and Countywide Records.
e. [Verifyicons on top right are correct:
2_7/} | !
O Wait Time is ERIE- O Printer Status is [EuaaN.
[0 Message is [N} [ ePulse Synch is [EuaaN.
O Encoder Card is [aay [ Peer-to-Peer is [(aRRON)
If not, follow troubleshooting procedures.
8 Verify the receipt printing is functional.
] Pass On the Poll Pad application Home Page:
7 Fail a. [ Selectthe printer icon in the top right part of the status bar.

If Printer Status is Not Connected, follow troubleshooting procedures.

Poll Pad with Encoder
Poll Pad with ExpressVote
b. [ Select Print Test Receipt.
c. [ Verify receipt specifies Poll Pad Name.
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