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T he us age of SOSA for Early V oti ng is dis cuss ed: how to us e the applic ati ons to s earc h for and vote regis trants, 
how to perform regis tration updates , and how to perform data trans fers .
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S E I M S   O N E - S T O P   V O T I N G   A P P L I C A T I O N 
( S O S A )   G U I D E

D I S C L A I M E R

T he data contai ned i n the s c reenshots of thi s  document i s tes t data and i s for dem ons trati on purpos es only.

T he SEIMS One- Stop voti ng appli c ati on (SOSA) is used for early voti ng at off- si te loc ations . T here are 2 
di fferent modes that can be us ed:

COUNTY :  In the County BOE offi c e
This mode was formerl y known as Connected Onl y.
T hi s m ode i s used i f there i s an available, s table network c onnec ti on to the county databas e s erver. 
All ac ti vi ty i s perform ed real- ti me, and other SEIMS us ers wi ll be able to s ee regi s trati on c hanges and 
abs entee voti ng appear as i t happens .  T his is the mode comm only us ed i f the appli cation i s i ns talled 
on a c ounty works tation wi th other SEIMS applic ati ons already i ns talled.

LOCAL:
This mode was formerl y known as H ybrid and Disconnected.

• Off si te (or non-SEIMS offic e machi ne) wi th a reli able c onnec ti on to the SEIMS Server
This mode is used if there is an available, mostly reliable network connection to the county database
server. It allows the user to look up registered voters for the county for a specific election on a local
machine; however, any activity performed on the machine is transferred back to the county database
server on a periodic basis automatically. This allows the user to continue working should a network
c onnec ti on loss occ ur.  T hi s is the recomm ended mode i n whi ch to operate.

• Off si te wi th no c onnec tivity to the SEIMS Server
T hi s m ode i s used i f there i s no avai lable network connec tion from the s atellite voti ng loc ati on to the 
c ounty databas e s erver.  It allows the user to look up regi s tered voters for t he c ounty for a s pec i fi c   
elec ti on on a loc al m ac hi ne.  T he user m ay als o perform regi s trati on c hanges and c as t votes for 
regi s tered voters that are allowed to vote i n the gi ven elec ti on.  The ac ti vi ty is s tored loc ally and m us t 
be trans ferred manually on a portable m edi a devi ce through a data fi le export/i m port methodology.

This document will describe how to use SOSA. It will also give step-by-step instructions on how to do basic
tasks. Generally, the process of voting is the same in all both modes. The only difference is when the data is
trans ferred bac k and forth between the li ve databas e and the One-Stop machi nes .



-3- SOSAUserGuide

T A B L E  O F  C O N T E N T S 

Di sc laim er ................................................................................................................................................................ ................................ ... - 2 -

Chapter 1: Getting Started ................................ ................................ ................................ .................................................................... - 6 -

Sec ti on 1:  Overvi ew ................................ .......................................................................................................................................... - 6 -

Sec ti on 2:  Log- In proc edure .......................................................................................................................................................... - 6 -

Sec ti on 3:  SOSA options ................................ ................................ ................................ ................................ .................................. - 8 -

Chapter 2: Searc hi ng ................................ ............................................................................................................................................ - 10 -

Sec ti on 1:  Overvi ew ................................ ....................................................................................................................................... - 10 -

Sec ti on 2: SOSA Mai n Sc reen ................................ ................................ ................................ ....................................................... - 10 -

Sec ti on 3:  Voter Search ................................ ................................ ................................ ................................ ................................ - 11 -

Sec ti on 4: Voter Information Overvi ew .................................................................................................................................. - 13 -

V oter Inform ation Panel ................................ ................................ .......................................................................................... - 13 -

Chapter 3: One- Stop and Provi si onal V oti ng Proc ess ............................................................................................................ - 17 - 

Sec ti on 1:  Overvi ew ................................ ................................ ................................ ................................ ....................................... - 17 -

Sec ti on 2:  How to V ote (One- Stop) ................................ ................................ ................................ ................................ .......... - 17 -

Sec ti on 3: Canc elli ng a V ote (One- Stop) ................................ ................................ ................................ ................................. - 21 -

Sec ti on 4: Re- Is sui ng (One- Stop) .............................................................................................................................................. - 22 - 

Sec ti on 5: Addi ng a Note to a V oted Record (One- Stop) ................................................................................................. - 23 -

Sec ti on 6: Repri nti ng an One - Stop Appli cation ................................................................................................................... - 24 -

Sec ti on 7: Pri nti ng a Help Referral Form ................................ ................................ ............................................................... - 24 -

Sec ti on 8:  How to V ote (Provi si onal) ................................ ................................ ................................ ..................................... - 26 -

Sec ti on 9: Repri nti ng a Provi si onal Form .............................................................................................................................. - 31 -

Sec ti on 10: 2D Barcode Scanni ng For Dri ver’s Lic ens e Validati on and V oter Data Populati on...................... - 31 - 

Chapter 4: New Regis trations and Regis trati on Updates ................................ ..................................................................... - 34 - 

Sec ti on 1: Overview ................................ ................................ ........................................................................................................ - 34 -

Sec ti on 2: Updati ng an Exis ti ng Regis tration ................................ ....................................................................................... - 34 -

Sec ti on 3: New In- Pers on (Same Day) Regis trati on ................................ .......................................................................... - 37 -

Sec ti on 4: Vi ew Regi s tration and Provi si onal Informati on ................................ ................................ ............................ - 40 -



-4- SOSAUserGuide

Chapter 5: Data Trans fers ................................ ................................ ................................ ................................................................. - 41 -

Sec ti on 1: Overview ................................................................................................................................................................ ........ - 41 -

Sec ti on 2: Local Mode T rans fers - Without Network Connec ti on ................................ ................................................ - 41 - 

T ransfer Data from the County BOE................................ ................................................................................................... - 41 -

T ransfer Data to the County BOE ................................ ......................................................................................................... - 42 -

Sec ti on 3: Local Mode T rans fers - With Network Connec tion ................................ ....................................................... - 43 - 

Sec ti on 4: Chec k T rans fer Status ................................ ................................ ................................ ................................ ............... - 43 -

Sec ti on 5: Pos t Elec tion Audi t ................................ ................................ ................................ ................................ ..................... - 44 -

Export from SOSA ................................ ....................................................................................................................................... - 44 -

Chapter 6: Reports ................................................................................................................................................................ ................ - 46 -

Sec ti on 1: Overview ................................ ........................................................................................................................................ - 46 -

Sec ti on 2: One- Stop V oti ng Reports ......................................................................................................................................... - 46 -

SOSA T ransac ti on Stati s tic s Report ................................ ................................ ................................ ................................ .... - 46 -

SOSA V oter Detail Report ................................ ................................ ................................ ........................................................ - 47 -

Returned By- Mai l Ballot Li s t Report .................................................................................................................................. - 48 -

Provi si onal Poll Book ................................................................................................................................................................ - 49 -

SOSA T ransac ti on Audi t Li s t ................................ .................................................................................................................. - 49 -

Chapter 7: T ools................................ ..................................................................................................................................................... - 52 -

Sec ti on 1: Overview ................................ ................................ ................................ ................................ ........................................ - 52 -

Sec ti on 2: Street Search ................................................................................................................................................................ . - 52 -

Sec ti on 3: By- Mai l Absentee Ballot Returns ................................ ................................ ......................................................... - 53 -

Sec ti on 4: Change Pass word opti on ................................ ................................ ................................ ................................ ......... - 54 -

Sec ti on 5: Si te Informati on ................................ ................................ ................................ .......................................................... - 54 -

Loc al Si te Inform ation ................................ .............................................................................................................................. - 55 -

Other Si te Information ................................ ................................ ................................ ................................ ............................. - 55 -

Mac hi ne Information ................................ ................................ ................................ ................................................................ - 55 -

Sec ti on 6: Convert to OV RD ................................ ......................................................................................................................... - 56 -

Document Changes Log ................................ ...................................................................................................................................... - 57 -



-5- SOSAUserGuide



-6- SOSAUserGuide

C H A P T E R  1 :  G E T T I N G  S T A R T E D

S E C T I O N  1 :   O V E R V I E W 

T he SEIMS One- Stop V oting appli c ati on (SOSA) is us ed to proc ess i n- person early voti ng at one-s top si tes 
throughout a speci fi c c ounty.  T his c hapter di sc us ses how to acc es s SOSA and prepare for use.  T opi cs 
di sc us sed are how to login to the applic ati on, how to s et the voti ng s i te, how to s et and change s ys tem opti ons 
and how to perform validati on.  The tas ks i n this sec ti on are usually c om pleted by the SOSA Adm i ni s trator i n 
offic e before s endi ng the m ac hi nes out to the one-stop s i tes . 

S E C T I O N  2 :   L O G - I N  P R O C E D U R E

Us e the followi ng s teps to s tart-up and log i nto the One - Stop V oting applic ation.

1. From the c om puter des ktop, double-c lic k the One- Stop V oti ng i c on and the One - Stop V oting 
authenti c ati on wi ndow wi ll appear.

2. Each user mus t enter their uni que us ernam e and pas s word for 
the i ns talled Envi ronm ent; ei ther ‘Produc ti on’ or ‘T rai ni ng’. 
T hen us e the ‘Loc ati on’ drop- down arrow to selec t ‘COUNT Y’ or 
‘LOCAL’ dependi ng on the c ounty preference.  Clic k the ‘Logi n’ 
button to logi n to SOSA, or c lic k the ‘Canc el’ button to c ancel the
logi n. If there are nam e res oluti on iss ues , a button labeled 
‘County Server Overri de’ di s plays when the COUNTY loc a tion i s   
s elec ted and allows the user to enter i n the IP addres s of the 
s erver.

3. Clic k ‘Logi n’. V oti ng Inform ation popup appears .  If the si te and
loc ati on match, c lic k the ‘OK’ button.

If the SOSA Voti ng Informati on popup below left appears wi th the i nform ati on s hown i n red, refer to 
the SOSA Administrator Guide to selec t an Electi on Si te and Validate the m ac hi ne.
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