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SEIMS ONE-STOP VOTING APPLICATION
(SOSA) GUIDE

DISCLAIMER

The data contained in the screenshots of this document is test data and is for demonstration purposes only.

The SEIMS One-Stop voting application (SOSA) is used for early voting at off-site locations. There are 2
different modes that can be used:

COUNTY: In the County BOE office

This mode was formerly known as Connected Only.

This mode is used if there is an available, stable network connection to the county database server.
All activity is performed real-time, and other SEIMS users will be able to see registration changes and
absentee voting appear as it happens. This is the mode commonly used if the application is installed
on a county workstation with other SEIMS applications already installed.

LOCAL:
This mode was formerly known as Hybrid and Disconnected.

e Off site (or non-SEIMS office machine) with a reliable connection 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
connection loss occur. This is the recommended mode in which to operate.

e  Off site with no connectivity to the SEIMS Server
This mode is used if there is no available network connection from the satellite voting location 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. The user may also perform registration changes and cast votes for
registered voters that are allowed to vote in the given election. The activity is stored locally and must
be transferred manually on a portable media device through a data file export/import 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
transferred back and forth between the live database and the One-Stop machines.

SOSA User Guide



TABLE OF CONTENTS

3T P 41 PP -2-
Chapter 1: GELHING STAITEA ... ieeeceeeueeseerseesseesseesseesseeesssesseesseesssessesssessseessess s es R eSS seEE SRR R R Rt R bt -6-
BY<T w0 0 B 013 o7 1= P -6-
SECHION 2: LOZ-IN PrOCEAUIE ....ouvieereeeeereeseesseeeseesseessesesessse s s ss s s s s s s s s s R R SRR R s b -6-
SECLION 31 SOSA OPLIONS wooueererreseemeeeesrerresseseesseesses e s s sessse s s s s s s s e R SRR -8-
L0001 1= 1 o] 01 XD -10 -
NY=Tot0 (o) o T I 1= T TP -10 -
Section 2: SOSA MaIN SCIEEM.....i i R R s RS e -10 -
SeCtiON 3: VOTET SEATCH .ot e b R -11-
Section 4: Voter INformation OVEIVIEW ... s ssssssssssss s ssssss s sssssssssssns -13-
Voter Information Panel...... s s s -13-
Chapter 3: One-Stop and Provisional VOting PIrOCESS ........oeieneeneesieesssesesssesssssss s ssssssssssssssssssssssesssssssssssanes -17 -
SECHION 11 OVEIVIEW ettt s s b bR bR R bR bR s -17 -
Section 2: HOW £0 VOTE (ONE-StOP) . ruurereerrermrerseesrerseessesssessseesseesssesssessssessesssessssssssessssssssesssessssessasssessssesssssssessssssssessssssseses -17 -
Section 3: Cancelling @ VOt (ONE-StOP) . reerrmeesreesseesesseesssessesssessssesssessseesssssessssssssesssesssessssesssesssssssessssssssssssassssssssees -21-
Section 4: Re-ISSUING (ONE-STOP) .uuruueerrerrersreesseerssessseesseesssessseesssesssessseesssesssesssessssesssesssessssessssssssssssesssesssssssssssassssssssesssesssesens -22-
Section 5: Adding a Note to a Voted Record (ONe-StOP) ..oeerreemeemeessseeseeseesseessessseessssssesssessssesssesssessssssssesssessans -23-
Section 6: Reprinting an One-Stop APPliCATION ... v remerrerrermreerseerrees e seessess s sesssses s ssssss s sssssssesssessssesssessssssnss -24-
Section 7: Printing a Help Referral FOTML......ov e ssesssessseessssssessssssesssesssessssssssesssesssssssssesssssasssssessanes -24-
Section 8: HOW t0 VOte (ProviSiONal) ... nsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssses -26-
Section 9: Reprinting @ ProvisSional FOTMN ... sesssesssssssesssessssesssssss s ssss s sssesssssssssssssssssssssssssssens -31-
Section 10: 2D Barcode Scanning For Driver’s License Validation and Voter Data Population.........ccueceuu... -31-
Chapter 4: New Registrations and Registration UPdates......ceeeneneesneeeseessesssssesssssssssssessssssssssssesssssssssssas -34-
BT Totu 1) o B I O A=) o7 ()TN -34-
Section 2: Updating an EXiSting REGIStIatioN ... eeerereesseesssesseessesssessessesssssssssssssssesssessssssssssssssssssssssssssssssssessanes -34-
Section 3: New In-Person (Same Day) ReGIStratioN .....oeeereeemeessesersseesseessesssesssessssesssssssesssssssssssssssssssssssssssssssssess -37-
Section 4: View Registration and Provisional INformation....... s -40 -

-3- SOSA User Guide



Chapter 5: Data TIANSTEIS ..o ccereereiecsseessessee e sesssessesses s ss s e s s sse b ees s bR s £ R s AR R e s s -41 -

Yot o) 0 A 0 A= o4 1= PP -41 -
Section 2: Local Mode Transfers-Without NetWwork CONNECiON ........veeenreereesneisesessessseessessssssseseessessessssssesseans -41 -
Transfer Data from the CoUNty BOE ... ssssssssssssssssssssssssssssssssssssssseses -41 -
Transfer Data to the COUNLY BOE ...t sesssssssses s ssssssss s sssessss st sesssessssssssssssssssssssssssas -42 -
Section 3: Local Mode Transfers-With Network CONNECTION .....uememinesessessensesssssssssssssssesssssssssssssssssssssssssns -43 -
Section 4: CheCK TTanSer STATUS ... ssssssssss s ssssss s sessssssssssssssss st sessss s s ssssssss s st sessss s s sssssssnns -43 -
Section 5: POSt EIECTION AUIt...ciieiensinessssessssssssssssssssssssssssssssssssssssssssssssssssssessss s esssssssssssssssssasssssssss s ssssssssssssssssnsas -44 -

0 010 o 04 BT O NPT -44 -
CaPTET 6: REPOTTS. c..eeieeceeeureeseeseessessesssessesssessse e essssssesseess b s see s R s RS E AR E R4 AR S £ AR AR R SRR bt - 46 -
Lot 0 s R I 0 1= a4 U= PP -46 -
Section 2: One-StoP VOUING REPOTLS ...t s ssessss s s st sesssssessssns -46 -
SOSA Transaction StatiStICS REPOTT ... s s s sssse s sesssssssssssssessssesssnsans -46 -
SOSA VOter Detail REPOT .. ssessesesssssssss s sssssssss st sssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssansans -47 -
Returned By-Mail Ballot LISt REPOIT ... ieceeeeesecrneeseesseessessseesseeesseessessessssesssssssse s sssessssssssssssesssessssesssessssssasesssessans -48 -
ProviSioNal POIl BOOK..... et sssssss st ssssss e sssssss s st s sssssnsnns -49 -
SOSA TranSaCtioN AUt LISt ..oencuriereernesneiseesesecsssessesssssssssssssessss s sssssessssssssssssssssss st sassss s ssssssssssssssssssssasssssasessnes -49 -
00 01 ) o 1 To ) TP -52-
SECLION 11 OVEIVIEW ..oeieuceuresceuresresreseesessessessesssssesssessessessessessessessessessessessessssssssessssesssssssssessessessessessesssssessessessesssssssssssessessessessnsans -52-
SECHION 21 STIEET SEATCH...cuiee ettt ettt et s s bR s bbbt -52-
Section 3: By-Mail Absentee Ballot RELUITIS ... sssssssssssssssssssssssssssssssssssssssssssssssnees -53-
Section 4: Change PasSWOITd OPTION ... eeerereesseeseessesssssss s sssesssses s sesssssss s sss s s st sesssssssssss s sssssssssssases -54 -
SECtiON 5: SIte INOTINATION w.euveerieereesecteeseeserse st eeesse s se e s e bbb e R s R b bR R s -54 -
LOCAl STt INFOITALION couveeeereereeeesceeset st esess e s eese s s s s s b s R s bR bbb R anes -55-
Other Site INFOITNAtION c.ueuieeceereereeeessee sttt ece e es e ses e ease b s s s s s s s s s eReE Rt -55-
MACHINE INFOITIALION 1.ttt reeureteestes ettt eesse b ses s ess s bbb s e s R s a bR R R AR bbb -55-
SecCtion 6: CONVETT L0 OVRD ... esse s s s s s s s -56 -
DOCUMENT CHANGES LO ..correuieeeeeeesseeseesessseesseesssessseessesssssessessssessss s s sssass s sssass s sss s s s ss s saasssessssssssasssessssnens -57-

-4 - SOSA User Guide



SOSA User Guide



CHAPTER 1: GETTING STARTED

SECTION 1: OVERVIEW

The SEIMS One-Stop Voting application (SOSA) is used to process in-person early voting at one-stop sites
throughout a specific county. This chapter discusses how to access SOSA and prepare for use. Topics
discussed are how to login to the application, how to set the voting site, how to set and change system options
and how to perform validation. The tasks in this section are usually completed by the SOSA Administrator in
office before sending the machines out to the one-stop sites.

SECTION 2: LOG-IN PROCEDURE

Use the following steps to start-up and log into the One-Stop Voting application.

1. From the computer desktop, double-click the One-Stop Voting icon and the One-Stop Voting
authentication window will appear.

all SEIMS+ Authentication =

2. Each user must enter their unique username and password for
the installed Environment; either ‘Production’ or ‘Training’.
Then use the ‘Location’ drop-down arrow to select ‘COUNTY’ or e
‘LOCAL’ depending on the county preference. Click the ‘Login’
button to login to SOSA, or click the ‘Cancel’ button to cancel the
login. Click ‘Login’. Voting Information popup appears. If the
site and location match, click the ‘OK’ button.

SOSA Voting

Password

Environment
[PRODUCTICON |

Location

[LocaL |
If the SOSA Voting Information popup below left appears with

the information shown in red, refer to the SOSA Administrator
Guide to select an Election Site and Validate the machine.

@ SOSA Voting Information

Election Date:

Eleclion Site:

Machine:
Validation Status:

Status

03/07/2017
[NOT SELECTED]

SBEWKO1RM108
NOT VALIDATED

MBSN: 270902FEAD1/F08E49B43561BECSD3FS
GUID:  00000000-0000-0000-0000-000000000000

The fellowing issue(s) need to be dealt with
[1] N election site selected.
[2] Machine needs to be validated

ID- [NOT SET]

Full Install: X

Export Post Election
Audit Data Complete: N

@ 505A Voting Information

Election Date:

Election Site:

Machine:
Validation Status:

Validation Daile:

03/07/2017

PENINSULA BAPTIST CHURCH

SBEWKO01RM108
VALIDATED

1/27/2017 1:29:43 PM

MBSN: 270902FEAD17F08E49E43561BECSD3F9
GUID:  1eb99f8a-9f11-485f-ad4a2-f5682cf 1feac

Status
No current lssues.

ID: 108

Full Install: Y

Export Post Election
Audit Data Complete: N
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3. The main screen appears.

Home Tools

n ’ O More Criteria &:‘) i Cancel Vote =] S % 2 3 : %
[ show Removed Voters s Bl Note L L3 W 4

Search  Clear Issue _ MNew Voter  Update View Mew Voter  Existing  View print Print

- i hepnnt Reg Voter Reg  Voter Reg Prov Voter Prov Referral ™

Search Voting Registration Provisional Voting

Search Criteria

Last Name First Name Middle Name DOB (MM/DD/YYYY) il

e

Voler

Changes

]
M

The SOSA Voting application’s title bar displays the following information, as shown in the image

below:
[ ]

WA T R

Application Name and software version: SOSA Voting (v.2.4.40)

Connection Type: Local
Database name: one_stop
User Login Name: eburton

Election Date and Name: 07/11/2017 Municipal

Machine Number: 100
Voting Site: WMB

] . ey o

m

(5]
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SECTION 3: SOSA OPTIONS

SOSA has several different settings that can be used to optimize the application according to the county needs.
Most of these options should have been set by the administrator, but those settings may be changed if the

situation warrants it. To
open the options screen,
click on the Tools =2 Options
menu item in SOSA. The
screen to the right will
display.

IN-PERSON -

[¥] Allow Registration Changes
[] Create BOD file with vote cast

Printing

Printer Type # of Application Copies
= Application (8.5x 11} DNE
" Label (54mm x 101mm)

" None

-

Current Printer
HP LaserJet P1505n

SOSA Options =B =2
Defaults Import
Election Site Name Default File Location
| ]
Default Database ks ame it
0OSVDB
[LocaL -|
[¥] Allow Curbside Voting
[¥] Allow Provisional Votin Expod
=5 9 Default File Location
Default Voting Method e\

File Name Prefix
0O8Voo0

Data Transfer

Select the rate at which electronic data transfers will automatically
occur. Any changes to this rate requires closing and re-opening
S0SA Voting to have the changes take effect.

Transfer Rate

Test County Connection

ok ][ cancel

The SOSA options are described below.

ONE-STOP SITE PROPERTIES

Defaults

Election Site Name

Indicates the one-stop site to which this machine is assigned.

Default Database

Sets the default database connection: COUNTY or LOCAL

Allow Curbside Voting

Controls whether or not curbside voting is allowed in the application.

Allow Provisional
Voting

Enables Provisional voting functionality in the application.

Default Voting Method

Sets the default voting method, which can be ‘In-Person’ or ‘Curbside’.

Allow Registration
Changes

Controls whether or not registration changes are allowed in the application.

Create BOD file with
vote cast

Allows the creation of a BOD (Ballot on Demand) data file when the vote button is selected.

Printing

Printer Type

Sets the type of paper to print documents within SOSA. Forms can be printed on a standard printer

(Application 8.5x11), a Smart Label Printer (Label 54mm x 101mm) or nothing at all (None). If
standard paper is not selected, the SOSA reports will not be available.

# of Application copies

Application can be printed. One is the default.

Set the number of copies of the absentee application to print. One to five copies of the Absentee

Current Printer

printer in Windows.

Only displays the default printer for the machine. To change this, the user must change the default
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ONE-STOP SITE PROPERTIES

Test Print

The function allows the user to send a test page to the default printer to make sure it is working
correctly.

Enable Print Preview

This option is only available when running SOSA against a Training database (instead of
Production). This will allow all documents that normally go straight to the printer, to preview on-
screen. A print button is available on the preview window if it is decided to actually print the
document. This will help save paper during training sessions.

Import

Default File Location

Allows the user to change the default location SOSA uses to find import (Transfer Data to/from
BOE) files. Click the Browse button to select a different file location.

File Name Prefix

Only displays the import file name prefix. All import files should start with the characters
OSVDB.

Export

Default File Location

Allows the user to change the default location SOSA uses to place export (Transfer Data to/from
BOE) files. Click the Browse button to select a different file location.

File Name Prefix

Only displays the export file name prefix. All export files will begin with the characters OSV.

Data Transfer Time Intervals (for Electronic transfers)

Transfer Rate

Sets the time interval in which SOSA Electronic transfers occur.

Test County Connection

LOCAL Mode only: Tests whether or not SOSA can connect to the county server.
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CHAPTER 2: SEARCHING

SECTION 1: OVERVIEW

In SOSA, searching is the critical function needed to find the voter who wishes to participate in early voting. It

is used to look registered voters up to be able to process votes, registration changes, or even look up their
current information.

SECTION 2: SOSA MAIN SCREEN

Below is the main SOSA Voting screen. The top section of the screen displays all of the criteria fields available
for searching. The center of the screen displays the search results in a grid, and the bottom section displays
registration and/or vote information for a selected voter. All of the buttons available for specific One-Stop
tasks appear along the top of the screen. An explanation of the available functions can be found in the table
below.

@':

SOSA Voting (v.2.3.22) - COUNTY - UAT_IREDELL (UAT_IREDELL) - eburton - 11/08,/2016 GENERAL - Mach:100 - Site:LOB = = ]
Home Tools &
“ ' [0 More Criteria 3 = Cancel Vote® % a a % % &)@ % %
[C] Show Removed Vioters 4 " By Note 7 . e o . .
Search  Clear Issue ; MNew Voter  Update View Mew Voter  Existing  View  Reprint Print
= i & Reprint B Reg VoterReg VoterReg Prow Voter Prov PIR\-' 15 Referral =
1 : 5 2 9 [ 11 12 TS oE W 1¢
Search Voting Registration Provisional Voting
Search Criteria
Last Name First Name Middle Name DOB (MM/DDMYYYY) Ml
[MaDISON | | | | | ] [+]
Potential Voters (19 rows)
Name Address Mail Addr Ballot Style Parly Gender Race DOB j~
(3 MADISON, BRADLEY KEITH 195 EVERETT PARK DR MOORESVILLE, NC 28115 G014 REFP  MALE WHITE 071071979
MADISON, CARL EUGENE 222 RED HAWK LN OLIN, NC 28660 G006 REFP | MALE WHITE | 01/06/1961
MADISON, CATHLEEN JENSEN 154 LEVO DR TROUTMAN, NC 25166 G007 UNA | FEMALE | WHITE |03/09/1952
MADISON, CLAUDE D JR 2661 FINES CREEK DR STATESVILLE, NC 28625 X Go11 REP | MALE WHITE |08/08/1943
MADISON, CYNTHIA YORK 2100 8 CHIPLEY FORD RD STATESVILLE, NC 28625 G003 REP | FEMALE |WHITE |07/02/1953 (%
MADISON, DAVID JEREMY 138 CASTLETON DR MOORESVILLE, NC 28117 G014 UNA | MALE WHITE | 11/27/1991
MADISON, EARL KENT 2338 JEMNNINGS RD CLIN, MC 28660 G006 REP | MALE WHITE |D8/26/1955
MADISON, ELIZABETH ANMN 1413 OLD MOCKSVILLE RD STATESVILLE, NC 28625 G006 REFP | FEMALE | WHITE |10/23/1951
MADISON, EMILY ELIZABETH 195 EVERETT PARK DR MOCORESVILLE, NC 28115 G014 REP | FEMALE | WHITE |05/02/1982
MADISON, GLENDA MARIE 530 CLIN LOOP CLIN, NC 28660 G006 DEM | FEMALE | WHITE |01/16/1940
MADISON, JONATHAN WILLIAM 2314 SCALYBARK RD STATESVILLE, NC 28625 Gon REFP | MALE WHITE | 11/15/1980
MADISON, JOSEPH ALLEN 3387 HARMONY HWwWY HARMONY, NC 28634 X G006 REP | MALE WHITE |D8/06/1976
MADISON, KATHLEEN JEAN 138 CASTLETON DR MOORESVILLE, NC 28117 G014 DEM | FEMALE | WHITE |11/23/1954
MADISON, KATHRYN ELIZABETH 2314 SCALYBARK RD STATESVILLE, NC 28625 Go11 UNA | FEMALE | WHITE | 01/05/1980
MANISON MATTHFW DONAI D 130 MINYARD | N STATFSVIL I F NC 23877 G010 RFEP MAI F WHITE 021714673 i
g VRN: 000009846330 ACTIVE CC3/CC3 ‘f
>  MADISON, BRADLEY KEITH
= 195 EVERETT PARK DR
= MOORESVILLE. NC 28115
=
(5]
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SOSA SCREEN FUNCTIONALITY

# Button Name Description

1 Search Initiates the search of the county database for potential voters based on the criteria entered and
displays the results in the Potential Voters grid. Current search return limit is 500 records.

2 Clear Clears all fields of data

3 More Criteria Displays address fields for searching

4 Show Removed Allows the user to toggle whether or not Removed/Denied voters appear in the search results

Voters

5 Issue Initiates the vote process for the selected voter from the Potential VVoters grid (see Chapter 3
Section 2). Has drop-down for In-Person and Curbside if SOSA Option is set to “Allow Curbside
Voting”.

6 Cancel Vote Opens the Cancel Vote screen to cancel a vote performed on the same machine in error.

7 Note Opens the Note screen to begin adding a note to the voter’s absentee vote information.

8 Reprint Allows the user to reprint the voter application to the designated printer.

9 New Voter Reg Opens the New Registration screen to register and vote a Same Day (IPR) registrant

10 Update Voter Reg Opens the Edit Registration screen to begin editing voter information that has been provided with
a voter application.

11 View Voter Reg Opens the Voter Registration screen in read-only mode so the user can review the voter
information in detail.

12 New Voter Prov Allows a new provisional voter to be added (non-existing registrant).

13 Existing Voter Prov  Allows adding a provisional vote to an existing registered voter.

14 View Prov Allows viewing the provisional vote entered on this machine.

15 Reprint Allows the reprinting of Provisional forms to the designated printer.

16 Print Referral Allows the printing of a blank Help Referral Form or a pre-populated form for a selected voter.

SECTION 3: VOTER SEARCH

In the Search Criteria section of the SOSA main screen, there are criteria fields that may be used to find a
specific voter. The default search fields are Last Name, First Name, Middle Name and DOB (MM/DD/YYYY).
To display address search fields of House #, Dir, Street Name, Type, Suffix, Unit, City, State, and Zip Code,
simply click the ‘More Criteria’ checkbox on the Home ribbon. The user may use any combination of the
search criteria fields. Using a combination of search options will return more defined results in the Potential
Voters Grid. A wild card (%) may be used in the name fields to allow for find a variety of potential matches,
especially if the spelling of the name is not known. Any results found will be displayed within the Potential
Voters grid found below the Search Criteria section.

The below example shows the steps to a simple name search:

-11-
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1. Enter the voter’s last name in the ‘Last Name’ field, e.g. “SMITH”. If the user is unsure of the
spelling of the voter’s last name (SMITH vs. SMYTH), the wildcard symbol (%) can be used to
ensure all spellings of the name are located (e.g. “SM%TH").

2. Enter the voter’s first name in the ‘First Name’ field, e.g. “DAISY”.

3. Click ‘Search’ or press ‘Enter’. Alternatively, click the Barcode Scan icon to the right of the DOB
field to scan an NCDL barcode from a voter’s driver’s license which will prevent the need for
manual data entry in the search fields.

A search on just a voter’s last name can be used. S =
However, to speed up the search and reduce the
number of voters located, it is best to use both the (&¥a Morethan 500 voters would be retrieved from the criteria chosen.

‘S Please narrow your search.

first and last name of the voter. If more than 500
results are going to be returned, a message displays
to narrow the search. Click ‘OK’ to clear the message L
and begin the search again. '

The results will populate in the Potential Voters section of the main screen, as shown below.

Search Criteria
Last Name First Name Middle Name DOB (MM/DDYYYY) El;
PARKER |+ -

Potential Voters (267 rows)
Name Address Mail Addr Ballot Style Party Gender Race DoOB

IRy PARKER. AARON THOMAS 185 GUN CLUB RD STONY POINT, NC 28678

PARKER, ADAM MACRAE 525 FAITH RD MOORESVILLE, NC 28115 GO14 REP MALE WHITE 05/04/1979

If the voter’s name cannot be found, try the following:

o Verify the spelling of the name.
e Verify there is no name change.

e Search using only a portion of the voter’s last name and first name, such as the first few letters
and add the wildcard symbol (%) at the end.

Example: ‘Last Name’: “SM%” ‘First Name’: “D%”, this will find all voters with last names

beginning with “SM”, and first names beginning with “D”.

e Search using other criteria fields instead, such as ‘Street Name’ or ‘DOB (MM/DD/YYYY)'". The
‘More Criteria’ and ‘Show Removed Voters’ check boxes on the Home tab will give you more
search options.

If the voter cannot be found, follow the process defined by the County Board of Elections. The voter
may need to vote a Provisional ballot.
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SECTION 4: VOTER INFORMATION OVERVIEW

Upon performing a successful search that returns a list of voters, the SOSA main screen will display that list of
voters within the Potential Voters grid, along with any provisional records entered on the machine; a sample
of which is shown below. Each voter record will display the information as defined in the grid below.

Potential Volers (21 rows)

Name Address MailAdk  BalltShyle  Party  Gendr  Race OB
TATE, ALAN DEAN 155 LONGWOOD DR STELLA. NC 28582 | NOBALLOT |REP |MALE  |wHTE |12:24n962
TATE, ANDREA PATRICIA |1 A ST CAMP LEJEUNE. NC 28542 [x | Gooa [DEM |FEMALE |BLACKO |03n77992
TATE. BARBARA THOMPSON [ 171 LINDA& LOOP JACKSONVILLE. NC 28546 | |'Goos [DEM  |FEMALE |BLACKO |08/06959
TATE, BRITTNEY LYNN | 415 JOHN DEER CT RICHLANDS, NC 28574 | NOBALLOT  |REP  |FEMALE |WHITE  |09/2311947
TATE, CAROLYN [ 1241 ONSLOW PINES RD JACKSONVILLE, NC 28540 I [NOBALLOT  |UNA | FEMALE |wHITE  |05031884
TATE. CONSTANCE [ 2022 TARAWA BLVD TARAWA TERRACE. NC 28543 l | G004 | UNA | FEMALE [ WHITE | 06n8nNge27
TATE, DARRELL LENIER | 500 TOWER DR JACKSONVILLE, NC 28546 | |NOBALLOT |DEM |MALE | BLACKO |D1171962
TATE. DARRELL LENIER JR | 500 TOWER DR JACKSONVILLE, NC 28545 | [NOBALLOT |DEM |MALE | BLACKO |0204N1938
TATE. JEFFREY DAVID | 210 PORT SIDE DR SNEADS FERRY. NC 28460 | [NOBALLOT  |UNA |MALE  |WHITE  |050171974
TATE, JENNIFER LEANN | 915 MORGANSER DR SWANSBORO, NC 28584 | 2 [UNA |FEMALE |wHTE  |Dam4nsss
TATE. JOHN DELACY | 111 LINDA LOOP JACKSONVILLE, NC 28546 [ I G004 I DEM [ MALE T BLACKO -D?n"l 5N959
TATE. KENNETH ALLAN | 210 PORT SIDE DR SNEADS FERRY. NC 28460 | [NOBALLOT  |UNA |MALE  |WHE  |06/2311931
TATE, KENNETH HAROLD I | 104 RAVENWOOD DR # € JACKSONVILLE. NC 28546 | | Gooa [UNA |[MALE  |OTHER |10nansso
TATE. LORENZA NORRIS JR [ 507 LAKEWOOD DR JACKSONVILLE. NC 28546 [ | Goos [UNA~ [MALE | BLACKO |0316M939
TATE. MICHAEL ARTHUR | 204 EGRET POINT DR SNEADS FERRY, NC 28460 | NOBALLOT  |UNA |MALE  |WHTE  |05M07/1982
TATE. RACHEL ELIZABETH | 130 ABERDEEN LN JACKSONVILLE, NC 28540 I [NOBALLOT  |UNA |FEMALE |wHITE  |01211984

[J TATE. RODNEY GUINTELL 507 LAKEWOOD DR JACKSONVILLE, NC 28546 G004 UNA MALE BLACKO 10281958
TATE, SANDRA ANA-MARIE 500 TOWER DR JACKSONVILLE, NC 28546 NOBALLOT |UNA |FEMALE |TWOOR |D325M1955
TATE. SANTINA MARIE | 500 TOWER DR JACKSONVILLE, NC 28546 | [NOBALLOT  |DEM | FEMALE | BLACKO |09/02N933
TATE. TIMOTHY NICHOLAS | 126 W BAYSHORE BLVD JACKSONVILLE, NC 28540 | ['Goos [una [male |wHmE  |0am3nsso
TATE, TRACEY ANN | 126 W/ BAYSHORE BLVD JACKSONVILLE, NC 28540 | I |REP  |FEMALE |wHTE |11031963

POTENTIAL VOTERS GRID COLUMN DEFINITIONS

# Column Name Description

1 Name The full name of the registered or provisional voter presented as last name first.
2 Address The residential address of the registered or provisional voter.

3 Mail Addr Indicates with an X that the registrant or provisional voter has a mailing address.
4 Ballot Style The ballot style of the registered or provisional voter.

5 Party (Voted Party)  Displays the registrant or provisional voter’s registered party and party voted

6 Gender The gender of the registered or provisional voter.

7 Race The race of the registered or provisional voter.

8 DOB The date of birth of the registered or provisional voter.

Note: Do NOT give a voter’s date of birth to another person for any reason, as by law, this
information is confidential!

When a voter’s record is selected, additional information for the selected voter will appear at the bottom of
the window on the Voter tab.

VOTER INFORMATION PANEL

The Voter Information Panel displays information about the selected voter’s registration, separated into the
Voter tab and the Changes tab. The voter’s registration information appears on the left side of the Voter tab
and the voter’s vote status appears on the right side of the Voter tab. If the selected voter has previous vote
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activity for the current election, information will display; if they have no activity, the area will be empty. If

any registration changes have been made to the selected registrant, they will appear on the Changes tab.

D= SOSA Voting (v.2.3.22) - COUNTY - UAT_IREDELL [UAT_IREDELL) - eburton - 11/08/2016 GENERAL - Mach:100 - Sit
Home | Tools il

n ' [ More Criteria E? @ Cancel Vote %a ‘f;‘\' a % % T‘ ) %

[ Show Removed Voters B Note

Search  Clear Issue New Voter  Update View New Voter  Existing Reprint Print
- - @& Reprint Reg  VoterReg VoterReg Prov  VoterProv Referral
Search Voting Registration Provisional Voting
Search Criteria
_La;t_N_am_e First Name ~ Middle Name DOB (MM/DDYYYY) 0
[BURTON [+
Potential Volers (62 rows)
Name Address Mail Addr Ballot Style Parly Gender Race DOB &
»
[ BURTON. AMANDA PATE 126 COCO LN STATESVILLE, NC 28625 G003 UNA FEMALE WHITE 1011471983
BURTON, ANNIKA SHEREE 128 BURKE CIR MOORESVILLE, NC 28115 G014 DEM FEMALE BLACK OR (10/11/19380
I BURTON, BARBARA LEE 368 CHESTNUT GROVE RD STATESVILLE, NC 28625 G008 UNA FEMALE WHITE 0618/1970 E |
i BURTON, BETTY JEAN 380 MEDLIN ST STATESVILLE. NC 28677 Go11 DEM FEMALE BLACK COR [00/01/1940
BURTON, BETTY WILLIAMS 323 CALDWELL AVE MOORESVILLE, NC 28115 G014 DEM FEMALE WHITE 0410471932
BURTON. BRANDI NICHOLE 150 LIPPARD FARM RD STATESVILLE, NC 28625 G009 UNA FEMALE WHITE 10/09/1983
BURTON. CARCLYN £ 2175 DEER VIEW CIR # 601 STATESVILLE, NC 28625 Go11 DEM FEMALE BLACK CR [05/02/1945 i
BURTON, CATHY WOCDS 109 BEACH LN MOORESVILLE, NC 28117 G014 REP FEMALE WHITE 05/26/1953
BURTON. CHARLES FLOYD lll 1108 CLAY ST STATESVILLE, NC 28677 G012 DEM MALE BLACK CR [09/25/1980
BURTON, CLYDE PAUL JR 109 BEACH LN MOORESVILLE, NC 28117 G014 REP MALE WHITE 0712611953
I BURTON, CONSTANCE LEE 276 OVERHEAD BRIDGE RD MOORESVILLE, NC 28115 G014 DEM FEMALE WHITE 0712171945
i BURTON. CRAIG RAYMOND 129C IRVING AVE MOORESVILLE, NC 28117 G014 REP MALE WHITE 1212411983
BURTON, CURTIS AUSTIN 128 LIPE RD TROUTMAN, NC 28166 G007 REP MALE WHITE 09/18/1990
BURTON. DARIN KEITH 388 EWILEON AVE MOQRESVILLE, NC 28115 G014 UNA MALE WHITE 05/03/1970
BURTON. DARREN DOUGLAS JR 1312 SCHOOL ST STATESVILLE, NC 28677 X G010 DEM MALE BLACK CR [02/08/1965
BURTON, DARRIUS R 1313 SCHOOL ST STATESVILLE, NC 28677 G010 DEM MALE BLACK OR |02/08/1965
BURTON. DEANNAB 821 PARK DR STATESVILLE, NC 28677 G010 UNA FEMALE BLACK CR [06/09/1966
BURTON, DELLA MARIE 324 W MCNEELY AVE # F MOORESVILLE, NC 28115 G014 REP FEMALE WHITE 01/23/1954

Descriptions of the registered voter’s information and when it is displayed, as well as a magnified version of

the panel, is presented below.

g VRN: 000007184200 ACTIVE STE/STEG J
- BURTON, ALONZOJR
1013WALL ST

STATESVILLE. NC 28677

Magnified Voter Information Panel

INFORMATION THAT APPEARS IN THE VOTER INFORMATION PANEL

Tab Type Condition Value

Voter VRN Appears when the voter is a registered voter. New  Displays the voter’s voter registration number
(left) registrants will have a blank value. in the county.

Voter Name Always displays. Displays voters’ name as:

(left) Last Name, First Name, Middle Name

Voter Address Always displays. Mailing address will display if Displays voters’ residential address.

(left) Mail Addr column contains an X.

Voter PCT/VTD Always displays. Displays the Precinct and VTD associated

(left)

with the voters’ registered residential address.

Voter
(left)

Status

Always displays.

Displays the current status of the registered
voter:
Active, Inactive, Removed, Denied,

-14 -
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Temporary

Voter No Ballot Red exclamation triangle icon displays indicating &
(right) the selected registrant has no ballot for the No Ballot Style
election.
Voter Can Vote Green checkmark icon displays indicating the
(right) selected registrant is eligible to vote. e el ek
Voter Voted Displays red exclamation triangle icon when a &
(right) voter presents themselves to vote when they have  \/qteq
previously voted in the current election--if the
“Prevent users from votes/updates once vote is
cast” option is left unchecked when the wizard is
run.
Voter Voted Displays black and red “no” icon when a voter
(right) presents themselves to vote when they have Voted
previously voted—if the “Prevent users from
votes/updates once vote is cast” option is checked
when the wizard is run.
Voter Cannot Displays when a voter presents themselves to vote
(right) Vote and they are in a Removed or Denied status. Black  Removed/Denied Voter
and red “no” icon displays.
Voter Return Envelope icon displays indicating that a By-mail ¥
(right) absentee ballot has been returned to the One-Stop  Return Processed J
site.
Voter ID ID icon displays when the voter is flagged as Indicates that the voter must provide Proof of
(right) Validation needing to provide HAVA ID. Eﬁ
ID before voting. &
Voter Inactive Address book and red exclamation triangle icons Indicates that the voter’s registration
(right) Voter display when a voter presents themselves to vote information must be verified before voting
after their status changed to Inactive. g
may occur. i
Voter Note Note icon displays if there is a note on the selected =
right voters record.
(right) Note =i
Voter Provisional  Provisional icon displays when a record was Indicates that the potential voter voted as a
(right) Voter logged as a provisional voter. v?
-4
Provisional W/
Voter Election Populates with the current election information Displays the election date in mm/dd/yyyy
(right) Date after the VVote button is clicked. format.
Voter Voted Date  Populates with the date that the voter presented Displays the date voted in mm/dd/yyyy
(right) themselves to vote after the VVote button is clicked.  format.
Voter Ballot Style  Populates with the Ballot Style assigned to the Displays the ballot style the voter should
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(right) voter after the Vote button is clicked. have received.
Voter PCT/VTD Populates with the precinct and VTD information Displays the precinct and VTD related to the
(right) linked to the address after the Vote button is ballot cast.
clicked.
Voter Ballot ID Populates with the Ballot 1D associated with the Displays the ballot id, which is made up of
(right) voters’ record after the Vote button is clicked. machine abbreviation and a unique ballot
number for that machine (e.g. 101-56).
Voter Appl. Num  Populates with the Application No. after the Vote Displays the application number of the one-
(right) button is clicked. stop vote, which is made up of request type
(this will always be “OS”), voting place,
machine number, and a sequence number
(e.g. OS-OFF-101-98).
Voter Action Populates when a voter has successfully cast a VOTED
(right) ballot.
Changes Name Displays if a Name Change was made to the Displays Name Change From/To when a
Change selected registrant. name change is made
Changes  Address Displays if an Address Change was made to the Displays Address Change From/To when an
Change selected registrant. address change is made
Changes PCT/VTD Displays if a Precinct/VVTD Change was made to Displays PCT/VTD Change From/To if a
Change the selected registrant. precinct change is made
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CHAPTER 3: ONE-STOP AND PROVISIONAL VOTING PROCESS

SECTION 1: OVERVIEW

The primary purpose of SOSA is to incorporate all the rules and manage the one-stop voting process within a
given county. This chapter will detail all phases of the voting process, including how to vote a registrant, how
to cancel a vote, how to use the re-vote function (if allowed by the CBE), how to add a note to a voter, and how
to reprint an application. SOSA also allows Provisional Voter information to be entered, removing the need for
the manual provisional process at One-Stop sites.

One-Stop voting exists to allow registered voters to vote in-person at specific designated voting places during
a short time period between the registration cutoff for an election and the election itself. The major
distinguishing factor between one-stop voting and Election Day voting is that one-stop ballots are retrievable.

SECTION 2: HOW TO VOTE (ONE-STOP)

In simplest terms, the One- Stop voting process consists of three steps: searching for the registered voter,
selecting the correct voter, and clicking the Issue button. There are a lot of small variances that may be
encountered along the way such as id being required, addresses needing to be verified or even ballot party
needing to be chosen for primary elections. These will be addressed during the following listed steps of the
process or in other sections of this guide as noted.

1. Enter appropriate search criteria into the Search Criteria fields. This will typically be a name search
using the last name and first name (or first few characters of the first name with a wildcard). To
search address fields, click the ‘More Criteria’ check box on the Home ribbon. Alternatively, the
barcode search icon (to the right of the DOB field) can be clicked to scan a NC Driver’s License barcode
which will auto-populate most of the voter’s information.

2. Click the ‘Search’ button.
a. Ifthe voter islocated, proceed to step 3.
b. If the voter is not located:
e Check spelling of name.
e Use wildcard option (%) to search for name.
e Verify that the voter has not changed their name since their last registration update.

i. Ifthereis a Name Change, proceed with a voter update using the ‘Update Voter
Reg’ button accessible from the Home ribbon. See Chapter 4, Section 2 for details
on updating registrations.

ii. Ifthe voter is still not located, refer to county procedure to continue. Voter may
need to vote a Provisional ballot.

3. Selecta voter from the Potential Voters grid.

If the VoterView System Format Option ‘EPB: AUTOSELECT SEARCH RESULT” is set to ‘Y”, the first
result in the grid will be selected automatically.

Warning: There may be several voters with the exact name. Always verify the correct voter is
selected by having the voter verify their:
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e Full Name

e Residential Address

Upon selection of a voter within the grid, the following actions are performed: buttons may be enabled
or disabled based on the allowed functionality and the voter information section is populated (see

Chapter 2, Section 4).

. Check the voter’s vote status on the right side of the Voter Information Panel.

Election Date:
Woted Date:
Ballot Style:
PCTVTD:
Ballot [D:
Appl. Mum:

VOTED A

12/24/2012
12/05/2012

ROO
TRI1Z3[TR123
103-2
DS-MSFD-103-2

Magnified Voter Information Panel

a. Ifthereis no data in the Voter Information Panel, proceed to Step 5.

b. Ifthereis data in the Voter Information Panel, this window indicates the voter may have voted by

paper Absentee ballot or at another Early Voting site.

i.  Ifthe voter is showing as VOTED but claims they did not vote already, proceed with the
Cancel Vote or Re-Vote process set forth by the county board of elections. Cancel vote is

discussed in Section 3 and Re-Vote is discussed in Section 4 of this Chapter.

ii.  Ifthe voteris showing VOTED and did actually vote already, this voter should not be
allowed to vote again.

. Check the voter’s registration status on the left side of the Voter Information Panel.

WRN: 000000085350
DUCK, DONALD

J7TKNOLLDR

COLUMBUS, NC 28722

ACTIVE CLOg/CLO8

Magnified Voter Information Panel

a. Ifthe status is ACTIVE or TEMPORARY, verify the registrant has a valid Ballot Style (e.g. G001) and
proceed to Step 6. If the voter has NO BALLOT as the Ballot choice, the voter has no contest for the

selected election and should not be allowed to vote.

b. If the status is REMOVED or DENIED, they are not registered to vote in the election. They must
vote provisionally.

c. Ifthe voteris INACTIVE, their registration must be updated using the ‘Update Voter Reg’ button.
This will update their status to ACTIVE and allow them to vote. Please review Chapter 4, Section 2

for instructions on making registration updates.
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6. Verify the voter’s name and address information.

If the registration information is accurate and the voter has a ballot option, proceed to Step 7.

If any voter information needs to be updated click the ‘Update Voter Reg’ button and make the
changes. Do not continue with the remaining steps in this section. See Chapter 4, Section 2 for
instructions on making registration updates.

7. Click the ‘Issue’ button to process a vote for the selected registrant.

NOTE: Clicking the ‘Issue’ button drop-down will give the option to Issue In-Person or Issue Curbside (if
‘Allow Curbside Voting’ is checked in the options). Clicking ‘Issue’ without using the drop-down will use
the ‘Default Voting Method’ that was set in the options.

a.

If the voter is required to show HAVA ID before voting, the Proof of ID Required pop-up, as shown
to the right, will appear. The type of ID the voter provides must be selected; the different types
are listed in the table below. Once a type has been selected, click the ‘Save’ button. Select the
‘Cancel’ button if the screen has displayed unintentionally.

ID DOCUMENTS (PrDchleRequired % [

) Bank Statement ID is required. Voter must provide ID from one ofthe options
listed below. Any option other than photo ID mustinclude

° GOVern ment Check currentname and address.

N N BANK STATEMENT

o NC Drivers License GOVERNMENT CHECK
NC DRIVERS LICENSE

e NC Non-Operators ID NC NON-OPERATORS ID
OTHER GOVERNMENT DOCUMENT

e  Other Government Document OTHERPHOTO ID
PAYCHECK

e  Other Photo ID TRIBAL ENROLLMENT CARD
U.S. PASSPORT

e Paycheck US MILITARY ID

= UTILITY BILL

e Tribal Enrollment Card VETERANS ID

e U.S. Passport

e US Military ID

— - | ‘ Cancel
o  Utility Bill

e Veterans ID

e [fthe voter does not provide the required ID, click ‘Cancel’ and proceed with the county
defined process.

If the voter’s party is registered Unaffiliated and the

election is a primary, the Party Required pop-up will

appear, as shown to the rlght Select the Party of the Unafiliated voters may choose a partisan or a non-partisan
) . . . , ballot Selectthe voter's choice for ballottype.

ballot indicated by the voter. Click the ‘Save’ button to

continue with the ballot issue process.

PartyRequired 2 |

DEMOCRATIC - D001
LIBERTARIAN - L0O0T
REPUBLICAN - ROO1
UNAFFILIATED - NO BALLOT

| | LCancel
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8. The Issue Vote screen will display with all fields grayed out, as shown below and the One-Stop
Application or label (depending on the print settings) will print.

@ Issue Vote =
Step 2: Review the existing registration information before continuing to vote. Click the "Update Voter” button to make any registration
changes. Click the "Vote" button toindicate tothe system the voteris voting. Click the "Cancel” button to abort the process.
Application [nformation Name Voter Verification
Last Name First Name Middle Name Suffix NCDL
@ ALVARADO ROSAMARIA
Birth Date (mm/dd/yyyy) Birth State SSN
CA -
Residence Address
House# Half  Dir Street Name l:l Type Suffix Unit Will you have lived here for 30 Days
400 KENSINGTON DR 416 or more prior to the Election Date?
City State  ZIPCode  Phone & Mave Date (mm/dd/yyyy}
JACKSONVILLE NC 28546 818-913-7075 o
Mailing Address Woter Information
Address1 Gender Application Dt Ballot Style B Vote |
FEMALE S002 ERene
Address?2 Race Registration Dt NCID
OTHER DD141305 S
City State  ZIP Code Ethnicty  Pary _ i Rt
HISPANIC DF_ REPUBLICAN |
Absentee
History
Previous Name andfor Address Jurisdiction List
Last Name First Name Middle Name Suffix o e ] =
MUNT TAX TACKSONVILLE 7
Previous NC County (if applicable) WERD Wz TWZ
CONG 03 CONGRESSIONAL DISTR..
Address1 SUPCT 04E 4E SUPERIOR COURT
- JuD 04 4TH JUDICIAL
NCSEN 08 NC SENATE DISTRICT &
Address2 NCHSE o014 NC HOUSE DISTRICT 14 |
DROS 04 4TH DROSECUTORIAL -
City State ZIP Code Updat = I
- — T ate " ancel
‘ Woter ‘ S * Vote

If everything is correct, click ‘Vote’ to complete the ballot issue process. DO NOT CLICK
CANCEL VOTE!

If the voter needs to update their name or address before the vote is processed, click ‘Update
Voter Reg’ to enable the Name and Address fields. Make any necessary changes and click
‘Review’. The One-Stop application form/label will print for the voter to verify the change and
sign. Click ‘Vote’ to complete the ballot issue process.

If the voter needs to vote Provisionally, the ‘Vote Provisional’ button will exit the Review
process and launch the Provisional Data Entry process. See Chapter 3, Section 7 for details on
the provisional voting process in SOSA.

If the voter has an issue that requires sending him to the Help Desk, click the ‘Print Referral’
button to print a Help Referral Form which the voter will take with them to the Help Desk. The
‘Absentee History’ button will display any Absentee information for the current election.

To cancel the Issue process on the selected voter, click the ‘Cancel Vote’ button.

9. Ifthe SOSA option “Create BOD file with vote cast” is enabled, an XML file will be created in
C:\tmp\BOD with the vote information.
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If the incorrect voter was voted, search for the voter again and then proceed with the ‘Cancel Vote’
process (or the county defined process). See Section 3 for instructions on cancelling a vote.

SOSA User Guide



SECTION 3: CANCELLING A VOTE (ONE-STOP)

The cancel vote functionality is available when a user votes for a registered voter incorrectly. Reasons for the
incorrect vote include, but are not limited to, selecting the wrong registered voter, choosing the wrong ballot
party for a primary, forgetting to update the residential address.

e This process MUST be completed at the same computer station where the voter was initially
processed.

e The Cancel Vote permission is required for the One-Stop Application to perform this task.

e The “Allow user to cancel Votes” option must be selected when the wizard is performed.

e Provisional Votes cannot be cancelled.

To cancel a vote for a registrant, perform the following steps:

1. Using the Search function, find the voter that has already voted.

2. Select the voter’s record in the Potential Voters grid to highlight it.
3. Click the ‘Cancel Vote’ button on the Home ribbon. Cancel Vote B
4. The Cancel Vote window will appear, as shown to the right. Use Voter Reg Num: 000000079215
. , _ Full Name: BROWN, LAURAL FAITH
the ‘Reason’ drop-down arrow to select the appropriate reason Application Num: OS-TR12-000-5
. . Election Date: 12/24/2013
for canceling the vote; the reasons are described below. Enter a Voting Date: 12/24/2013

Comment in the ‘Comments’ field as it is required. Click the
‘Cancel Vote’ button once complete.

Available Reasons for Cancelling a Vote Besson

Description

Code Reason Description

CN CANCELLED  Use when one-stop worker needs to
cancel a “VOTE”.

Comments
NV NOT VOTED Use when one-stop application was
issued, but voter chose not to vote at that
time.
WV  WRONG Use if it is determined that the one-stop
VOTER ballot was issued to a person other than
the voter.

Note: Any record with this reason will
NOT receive a contact.
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SECTION 4: RE-ISSUING (ONE-STOP)

Re-Issue may not be allowed in SOSA if the county prohibits it. This function is set by the SOSA
administrator when running the Wizard. It cannot be changed in the SOSA Voting application.

The Re-Issue process will change the ballot return status in VoterView Absentee to CF (Conflict) for
both votes. The CBE office would then need to resolve this conflict before voter history can be

applied.

To use the Re-Issue function, perform the following steps:

-22-

Using the Search function, find the voter that has already voted.

Select the voter’s record in the Potential Voters grid to
highlight it.

Click the ‘Issue’ button. The Vote window will appear, as
shown to the right. Use the ‘Reason’ drop-down arrow to
select the appropriate reason for the re-issue; the reasons are
described below. Enter a Comment in the ‘Comments’ field as
itis required. Click the ‘Vote’ button once complete.

The Issue Vote screen will display. If any changes need to be
made to the voter’s name or address, click ‘Update Voter Reg’
to make the changes and review them. Otherwise, click ‘Vote’ to
complete the re-issue process. See Chapter 3, Section 2 for
more information on how to process a vote.

Available Reasons for Cancelling a Vote

Code Reason Description

CN CANCELLED  Use when one-stop worker needs to
cancel a “VOTE".

NV NOT VOTED Use when one-stop application was
issued, but voter chose not to vote at that

time.
WV  WRONG Use if it is determined that the one-stop
VOTER ballot was issued to a person other than
the voter.

Note: Any record with this reason will
NOT receive a contact.

) Vote

Voter Reg Num: 000000013187
Full Name: SMITH, ARTHUR LAW
Application Num: OS-MSFD-103-2
Election Date: 12/24/2013

Voting Date: 12/05/2013

Reason

Description

Comments

Vote

Cancel
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SECTION 5: ADDING A NOTE TO A VOTED RECORD (ONE-STOP)

The ‘Note’ button is available for use if there is a need to add a note to a one-stop vote record. The ‘Note’
button is only enabled when a registrant has voted on the SOSA machine. Notes are disabled for Provisional
votes.

To add a note to a voted registrant, perform the following steps:

1. Using the Search function, find the voter that has already voted.

2. Select the voter’s record in the Potential Voters grid to

highlight it. = =

3. Click the ‘Note’ button on the Home ribbon.

Current Not
The Note window will appear, as shown to the right. HITEE e

Type the note information into the Additional Note field.
When finished, click the ‘Add Note’ button.

NOTE: If the record already has a note attached, the
‘Note’ button will be green in color and the note will
appear in the Current Note section of the Note window.

Additional Note

4. To review the note that was just added, search for the
voter again and click the green ‘Note’ button.

AddNote | | Cancel
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SECTION 6: REPRINTING AN ONE-STOP APPLICATION

If a problem occurs during the voting that prevents the One-Stop Application/Label from printing, the

application can be reprinted using the ‘Reprint’ button on the Home ribbon. There is also a way to reprint the
Name/Address change form/label that prints when performing an Update Voter change

To reprint the One-Stop application/label:

1. Using the Search function, find the voter that has already voted.

2. Select the voter’s record in the Potential Voters grid to highlight it.
3. Click the ‘Reprint’ button.

@i S0SA Voting (v.2.2,12) - COUNTY - UAT IREDELL (UAT_IREDELL) - EBurton - 06/07/2016 CONGRESSIONAL PRIMARY - Mach:100 - Site:PBC (=T 1
Home Tools @
n ' [ More Criteria ‘@ ‘j Cancel Vote % & & % 3
[ Show Removed Voters = = MNote . .
Search  Clear Issue New Voter View New Voter  Existing  View Print
s #p Reprint Reg g Voter Prov Voter Prov  Pros Referral ~
Search Voting Registration Provisional Voting
Search Criteria
Last Name First Name Middle Name DOB (MM/DD/YYYY)
| HARWELL | [amy | | |-
Potential Volers (1 rows)
Name

Address
(3 HARWELL. AMY AIUTO

Mail Akl BallotStyle Pary(Voled Part Gender  Race
: i 124 PHEASANT RUN RD TROUTMAN, NC 28166
I

NOO1/RO02  UNA (REP)

DOB
FEMALE WHITE 01/31/1961

SECTION 7: PRINTING A HELP REFERRAL FORM

A Help Referral Form is available if the check-in (registration table) official determines there is a need to refer
the voter to the Help Desk. To print the form, follow the steps below:

1. Click the ‘Print Referral’ button and choose ‘Print Blank’ to print a blank form or click ‘Print Selected

Record’ to print the form for the selected record.
® -

SOSA Voting (v.2.2.12) - COUNTY - UAT_JREDELL (UAT_JREDELL) - EBurton - 06/07/2016 CONGRESSIOMAL PRIMARY - Mach:100 - Site:PBC £
El o | s a
“ ' Maore Critesia 2@ ¥ CancelVote & & % 8‘ j}
| Show Remaoved Voters a= F, Note “ : E
Search  Clear Mew Votar New Voter  Existing Print
= #y Repont Reg Vov: Prov  VeterProv Referral =
Saacch Vating Registration Provissonal Yo
Print Blank
Search Criteria
Last Name: First Name. Middie Name DO (MM/DDJYYYY) A
ARWELL] AMY Print Selected Record
Patential Volers. (1 rows)
Name Addreas Mail Adde  Ballot Shle Party(Voled Party)  Gender Race DOB
[J HARWELL, AMY AIUTO 124 PHEASANT RUN RD TROUTMAN, NC 28168 NOOTRO02 UNA (REP} FEMALE WHITE 01211961

On the referral form, the appropriate box will be blackened at the top to indicate One-Stop or Election
Day. The example on the next page is a form printed from SOSA.
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T 11/08/2016
siiy <% Help Referral Form
élg%’

Election Date
i IREDELL COUNTY, North Carolina
P 08/25/2016

Wote Date

[l 0re-stop [ Election Day votingSite: IREDELL COUNTY BOARD OF ELECTIONS Worker _eburton

Voter's Information

MASON ANDREW GEDRGE DO0009836901
Last First BAicdle Suffix VRN

304 SAFRIET LOOP

Addreis

STATESVILLE NC 28625

City State Tip

Help Referral Reason

[ ] no Record of Registration [] Mo HAVA Acceptable ID

[ ] unreported Mave [] veter Assistance Meeded

|:| Incorrect Precinct |:| Wrong Voter Selected

|:| Previously Remowved
|:| Incorrect Party

|:| Unrecognized Address |:| Other:

HAVA Identification Provided by Voter (if applicable)

I:' MC Driver License D L5 Passport/Passport Card I:' L5 Veterans |0 Card I:l Tribal Enrollrment Card [Federal)

I:‘ MC Special ID Card |:| Out-of-5tate License/1D I:‘ U5 Military ID I:l Tribal Enrallrment Card [State)

[ ] other

Acknowledgment of Yoting Options
{Complata only if wober doss not want to be refermed to Help Saation or is choosing mot 1o cast & provisionad ballor )

1 ACKNOWLEDGE that the election officials at this site hawve notiied me of my voling
options, however | am choosing leave the voting site and'or not io cast @ provisional ballot at this fime due to the following reasons:

ter Shgriatars

OHLY Sutian | 116 | Dt T | BPIS/3006 10-PO-08 AM I Wi 0d
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SECTION 8: HOW TO VOTE (PROVISIONAL)

The Provisional voting process consists of four steps: searching for an existing or adding a new provisional
voter, entering registration information, entering provisional information, and Vote. ‘Existing Voter Prov’
allows you to create a Provisional record for an existing registrant. ‘New Voter Prov’ allows you to create a
Provisional record for an unregistered voter. There are a lot of small variances that may be encountered
along the way such as id being required, addresses needing to be verified, or even ballot party needing to be
chosen for primary elections. These will be addressed during the following listed steps of the process or in
other sections of this guide as noted.

1.

-26 -

Enter appropriate search criteria into the Search Criteria fields. This will typically be a name search
using the last name and first name (or first few characters of the first name with a wildcard). To
search address fields, click the ‘More Criteria’ check box on the Home ribbon. Alternatively, the
barcode icon (to the right of the DOB field) can be clicked to scan a NC Driver’s License barcode which
will auto-populate most of the voter’s information.

Click the ‘Search’ button.

If the voter is located, select their record from the results grid and click ‘Existing Voter Prov’ from the
Provisional Voting section of the ribbon. If the voter is not located, click ‘New Voter Prov’.

- SOSA Voting IREDELL (UAT.
Home Tools  ——
n ' [0 More Criteria -n@ 4 Cancel Vote 2 "‘: 2 "% 'L? =
[0 Show Removed Yoters == B Note ﬁ—: “ 2 v :
Search  Clear Z X Mew Yoter ate  View New Voter  Existing = Print
- w3 Reprint Reg Voter Prov  Voter Proy Referral =
Search Voting i
The Provisional Data o
Entry screen
i i Application Information Name
(regIStratlon U'S. Citizen @ Last Name First Name Middle Name: Suffix
ll’lfOI'matIOI'l) will 2 5 MASON ALLISON MARIE |-
. « . . Birth Date (mm/dd/yyyy) Birth State
display. If ‘Existing 06/01/1998 [=] [ma I+
) .
Voter Prov’ was clicked, = Resience Address —
House# Half Dir Street Name Type Suffix Unit Will you have: lived here for 30 Days lE‘
any data from the 104 |- LOOKOUT POINT |v PL |- |v or more prior to the Election Date?
) City State ZIP Code County Phone & Yes Move Date (mm,’ddfy_yyy}
current voter’s record MOORESVILLE [=l[ne =] 28115 [~ |-  No
Wlll be pre'pOPUIated Mailing Address Voter Information
in the appropriate Akicont 13U S Addess? ] Gender Ethnicily
) pprop FEMALE  [»| | NOTHISPANIC|~
fields, as shown to the Address2 e Party
ioht WHTE  [v| | UNAFFILIATED|~
rignt. City State ZIP Code NCDL #
SSN (Last4)
Religious Objector
Previous Name and/or Address
Last Name First Name Middle Name Suffix
1s U.S. Address? Previous NC County (if ﬁpplllchIe)
Address1
Address2
City State ZIP Code
Acknw Cancel
‘ Next ‘ ‘ Only ‘ ‘x Vote
SOSA User Guide
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If ‘New Voter Prov’ was clicked the screen will be blank (as shown in the image below).

@

Application Information Name

Last Name First Name
U.S.Citizen

C Yes  No
! Birth Date (rr/dd] Birth State

Residence Address

House# Half  Dir Street Name Type Suffix

City State  ZIP Code County Phone
Mailing Address Voter Information

Address1 s Address"E Gender Ethnicity
Address2 Race Party
City State ZIP Code NCDL #

SSN (Last4)

Previous Name andfor Address
Last Name First Name Middle Name

IsUS. Address? Previous NC County (if applicable)
Address1
Address2

City State ZIP Code

Middle Name Suffix

Unit Will you have lived here for 30 Days E
or more prior to the Election Date?

& Yes Move Date (mm/dd/yyyy)
 No

Suffix

Acknw , Cancel
‘ bl ‘ ‘ Only ‘ ‘ X vote

-

5. Fillin appropriate registration data or scan an NCDL barcode to automatically populate voter data.
Fields with names in red text are required and must be populated to move to the next step. When all

&

data has been entered, click ‘Next’.

If the voter does not want to vote provisionally, click the ‘Acknw Only’ button to print an

Acknowledgment Notice which informs the voter of their options to vote and must be signed by
the voter. Clicking ‘Acknw Only’ prints the form and cancels the Provisional vote process.

This data will be transferred to One Stop System Manager with the rest of the SOSA
vote/update/provisional data and can be found under Tools—> Acknowledgment of Voting Options.

To check the status of a NC Driver’s License, click the small barcode icon to the right of the US
Citizen checkbox and scan the NCDL with a 2D scanner to determine if the ID is expired or not
expired. If a match is found, it will also populate the voter data on the screen. See Section 10 for

more information on scanning NCDLs.
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6. The Proof of ID Required pop-up, as shown below, will appear. The type of ID the voter provides must

be selected; the different types are listed in the table below. Once a type has been selected, click the
‘Select’ button. If the Provisional voter does not provide ID, click the ‘No ID’ button. Select the ‘Cancel’
button if the screen has displayed unintentionally.

ID Provided =

Selectthe type of ID, if any, provided by the voter. Ifno ID
was provided, then selectthe "No ID" button below.

BANK STATEMENT
GOVERNMENT CHECK

NC DRIVERS LICENSE

NC NON-OPERATORS ID
OTHER GOVERNMENT DOCUMENT
OTHER PHOTO ID
PAYCHECK

TRIBAL ENROLLMENT CARD
U.S. PASSPORT

US MILITARY ID

UTILITY BILL

VETERANS ID

NolD | \ || cancet |

ID DOCUMENTS

Bank Statement

Government Check

NC Drivers License

NC Non-Operators ID

Other Government Document

Other Photo ID

Paycheck

Tribal Enrollment Card

U.S. Passport

US Military ID

Utility Bill

Veterans ID

e Ifthe voter does not provide the required ID, click ‘No ID’ and proceed with the provisional

process.

default ‘Party Voted’ and ‘Ballot Style
Issued’ will be set. If the voter’s
registered party is Unaffiliated and the
election is a primary, the message
shown to the right may display (if there
are no UNA contests). Click OK and
select the appropriate ‘Party Voted’
from the drop-down on the Provisional

7. Based on the voter’s address and party information entered on the Provisional Data Entry screen, a

Ballot Style Validation Warning =

Mo Ballot Styles found for the selected Party Voted, Please select a Party
l % Voted which has an available Ballot Style.

oK

Information screen. Select the appropriate ‘Ballot Style Issued’ from the drop-down (see example on
next page). The ‘Ballot Style Issued’ field will not be populated if there is not a matching ballot style
for the address (likely due to a Geocode issue).

8. The Provisional Data Entry (provisional information) screen will display.
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Provisional Vioter Registration Information

Provisional Voting Reason

Full Name ERICA S BURTON |'
US Citizen? Yes [ Curbside
Birth Date 03/06/1570 Party Voted Default Ballot Style
Age 47 NO BALLOT
VRN Ballot Style Issued Assigned Precinct
Residential Address 142 BRADY CIRCLERD SH-A
STATESVILLE NC 28625
Reasonable [mpediment ¢ 10
Residential County IREDELL COUNTY
Will you have lived Yes Reasonable Impediment Reason
here for 30 days or
mare prior to the :
Election Date? Reasonable Impediment Comments
Move Date
Phone 704-555-1212
Mailing Address Jurisdiction List
2CT SH-& SHILOH-A
Previous Narme coNe 13 CONGRESSIONAL DISTRICT 13
Previous Address SUPCT 223 273 SUPERIOR COURT
Previous County JuD 223 223 JUDICIAL
NESEN a2 NC SENATE DISTRICT 44
Birth State cT NCHSE 084 NC HOUSE DISTRICT 84
NCDL WP SH SHILOE
SSN BDED 2 SCHOOL #2
DROS 22 221 DROSECUTORIAL
Gender FEMALE vID SH-2 SH-2
Race WHITE
Ethnicity NOT HISPANIC or NOT LATINO
Party UNAFFILIATED
|D Provided? NC DRIVERS LICENSE
Acknw Cancel
‘ Review ‘ ‘ Only ‘ ‘ X Vote

If the provisional vote was cast curbside, check the ‘Curbside’ box.

If the voter does not want to vote provisionally, click the ‘Acknw Only’ button to print an
Acknowledgment Notice which informs the voter of their options to vote and must be signed by the
voter. Clicking “Acknw Only’ prints the form and cancels the Provisional vote process.

Select a Provisional Voting Reason from the drop-down and the Ballot Style Issued (if not already
populated).

Click ‘Review’ once all required fields are populated. The Provisional Voting Application form/label
will print to the default printer. If ‘Reasonable Impediment’ was set to ‘Yes’, the Reasonable
Impediment Declaration form will also print.

SOSA User Guide



9. The Provisional Data Entry (review) screen will display as shown below.

@
Provisional Voter Registration Information Provisional Voting Information
Full Name ERICA S BURTON Election Date 07/11/2017 =
US Citizen? Yes Poll Book Number WME-1001
Birth Date 03/06/1970 PIN CG68-100-1
Age 47 Location Voted WME
VRN Assigned Precinct -
Residential Address 142 BRADY CIRCLE RD Provisional Voting JURISDICTION
STATESVILLE NC 28625 Reason DISPUTE
Residential County IREDELL COUNTY Reasonable Impediment  No
Will you have lived Yes Reasonable Impediment
here for 30 days or Reasons
more prior to the D. bl | a X
Election Date?
Move Date
Phone 704-555-1212
Mailing Address Jurisdiction List
. pCT SH-L SHILOH-2
Previous Name cone 13 CONGRESSIONAL DISTRICT 13
Previous Address SUECT 223 22h SUFERIOR COURT
Previous County JUD 228 22R JUDICIAL
2 NCSEN 44 HC SENRTE DISTRICT 44
Birth State cT NCHSE 0ae NC HOUSE DISTRICT £4
NCDL TWE SH SHILOH
38N EDED z SCHOOL #2
PROS 228 22R PROSECUTORIAL
Gender FEMALE WD SH-L SH-B
Race WHITE
Ethnicity NOT HISPANIC or NOT LATING
Party UNAFFILIATED
ID Provided? NC DRIVERS LICENSE
Acknw Cancel
‘ ¥ Vote ‘ Cnly ‘ ‘ * Vote

a. To cancel the Provisional process on the selected voter, click the ‘Cancel Vote’ button.

b. Ifthe voter does not want to vote provisionally, click the ‘Acknw Only’ button to print an
Acknowledgment Notice which informs the voter of their options to vote and must be signed
by the voter. Clicking “Acknw Only’ prints the form and cancels the Provisional vote process.

Once ‘Vote’ has been clicked, a Provisional vote cannot be cancelled afterward. The ‘Note*
function is also disabled for Provisional records.

c. Ifeverything is correct, click ‘Vote’ to complete the Provisional process. The Provisional Voter
Instruction sheet or label (depending on the print settings) will print.

10. If the SOSA option “Create BOD file with vote cast” is enabled, an XML file will be created in

C:\tmp\BOD with the vote information.

-30-
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SECTION 9: REPRINTING A PROVISIONAL FORM

If a problem occurs during the voting that prevents the Provisional Forms/Labels from printing, the
application can be reprinted using the ‘Reprint’ button in the Provisional Voting section of the Home ribbon.

To reprint the Provisional form/label:

1. Using the Search function, find the voter that has already voted.

2. Select the voter’s record in the Potential Voters grid to highlight it.

3. Click the arrow under the ‘Reprint’ button in the Provisional Voting section of the ribbon. Choose
‘Reprint Provisional Form’ or ‘Reprint Instruction Sheet’.

@ - SlUGA Voting (v.2.2.12] - LA

Home Tools
ﬁ [ More Criteria @ H Cance

Show Remowved Voters
Search  Clear -

Search

o A
Mew Voter

Reg
Registration

a

View
Voter

New Woter  Existing  View  Reprint ;int

Prov Voter Prov  Prowv - Referral =

Provisional Voting

SECTION 10: 2D BARCODE SCANNING FOR DRIVER’S LICENSE VALIDATION AND VOTER
DATA POPULATION

SOSA now offers the ability to scan a North Carolina driver’s license to verify that the license is valid and to
automatically populate voter data on the Search or Data Entry screens.

2D Barcode scanning can be accessed from the following screens by clicking
the small barcode icon that appears near the US Citizen check box: Update

Voter Reg, Issue Vote, New Voter Prov and Existing Voter Prov.

There is also a Barcode Search icon on the main screen (to the right of the

DOB field) to populate search criteria (see page 33).

1. To verify a license click the Barcode

Application Information

icon. The pop-up to the right displays.

2. Clickin the NCDL Barcode textbox to
set the cursor focus to the textbox.
Using a 2D barcode scanner, scan the
barcode on the back of a North Carolina
driver’s license.

[[] US Citizen mn
DOB (MM/DDIYYYY) |!|J
€8 Scan NCDL Barcode x
Scan the NC DMV licensefID card barcode to check the expiration and
populate the data entry fields.
NCDL Barcode
ok [ coreal
A
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3. The NCDL Barcode field will
populate with the information
scanned from the barcode.

4. Click ‘OK’ to determine whether
or not the license is valid and
populate the data entry fields.
One of the messages below will
display with NOT EXPIRED or
EXPIRED.

MCDL Scan Verification Information

@ Scan NCDL Barcode %

Scan the NC DMV license(ID card barcode to check the expiration and
populate the data entry fields.

N(_IDL Barcode
| @

| AAMVAED04001DLO02E0193DLDABSMITH
DACROBERT
DAD
DAE
DAL304 MACON DR

[an] »

5] [l ]

MCOL Verification Results: MOT EXPIRED

OK |

MCDL Scan Verification Information

License expiration date has not been reached and is valid.

0K

License expiration date has been reached and is no longer
valid.

NCDL Scan Verification Information

52 MNCDL Scan Verification Information

:] NCDL Verification Results: EXPIRED - 70 YEAR OLD EXCEPTIONM

OK l 0K !

\:I MCDL Verification Results EXPIRED — 4 YEAR EXCEPTION

License is still considered valid as it meets the 70 year old exception or the 4-year exception.

e [fthe license expired after the voter’s 70t birthday, it meets the 70-year old exception
e I[fthe license has been expired for 4 years or less, it meets the 4-year exception

-32-
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To Search for a voter from an NCDL click
the Barcode Search icon on the main
screen. The pop-up to the right displays.
Click in the NCDL Barcode textbox to set
the cursor focus to the textbox. Using a
2D barcode scanner, scan the barcode on
the back of a North Carolina driver’s
license.

The NCDL Barcode field will populate
with the information scanned from the
barcode.

Click ‘OK’ to search for the voter. If a
match is found, the record will display in
the Potential Voters grid.

@ Scan NCDL Barcode

Scan the NC DMV licensefID barcode to search for a voter.

NCDL Barcode

ox

| | Cancel
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CHAPTER 4: NEW REGISTRATIONS AND REGISTRATION UPDATES

SECTION 1: OVERVIEW

During one-stop voting, a registered voter may update their name, address, or phone number information so
long as the residential address change is within the same county. Due to a preliminary injunction granted for
House Bill 589, a citizen living within the county can also newly register at a one-stop site and vote during the
one-stop voting period. Furthermore, a registered voter can also update any of their registered information
during this same time period except for party if the election is a primary.

The Update Voter function of SOSA allows the user to update a voter’s registration information using the
‘Update Voter Reg’ button. Only active and inactive voters can be updated through SOSA. One of these
processes must be performed on INACTIVE voters in order to allow access to voting in SOSA.

The New Voter function of SOSA allows the user to provide for in-person registration and voting at one-stop
voting sites using the ‘New Voter Reg’ button. This is a three-step process which includes Data Entry, Review
of Data Entry, and Vote.

SOSA also provides the user a read-only view of a voter’s registration information.

SECTION 2: UPDATING AN EXISTING REGISTRATION

To begin the process of updating voter registration information in SOSA Voting use the ‘Update Voter Reg’
button on the Home ribbon. The ‘Update Voter Reg’ button functionality allows updating of the voter’s name,
residential address, mailing address and phone number. The intent is that the voter is providing a filled out
voter application that will be scanned in back at the office. Also, a name/address change form will print that
the voter must review and sign.

The following procedure demonstrates how to update a voter’s registration information, for Active and
Inactive voters.

@ Update Voter Registration =

Step 1: Enter updated registration information provided by the voter. Click the "Review” button when finished. Click the "Cancel®
buttantoabort the process.

1. Using the Search function, find

Application Information Name Voter Verification
Last Name First Name Middle Name Suffix NCDL
the voter that wants to update [ee]  [o0mron et Josie F
PR . Birth Date (mm/ddfyyyy) Birth State SSN
their information. co .
Residence Address = =
) : House# Half  Di Street Name T Suffi Unit
2. Selectthe voter’'srecord inthe | &% ™ P 2™ FEm mm-mm o O
3 3 City State ZIP Code Phone @ Yes Move Date (mm/ddjyyyy)
Potential Voters grid to e Bl ol o gl oioc oo e
hlghllght lt' Mailing Address Vater Information
Address1 @ 1sUS Add’ESSF)E Gender Application Dt Ballot Style Vote
3 Cl k h ,U d V. R ) FEMALE NO BALLOT B E0)
. Click the ‘Update Voter Reg Address2 s Registration Dt NCID

: WHITE DD160264
bUtton on the Home rlbbon' City State ZIP Code Ethnicity Party

[~ [~ [~ NOT HISPAN UNAFFILIATED
The Update Voter Registration
screen will display, as shown

Absentee
History

H Comments ‘

Previous Name andj/or Address Jurisdiction List
Last Name First Name Middle Name Suffix

tO the right) With Step 1' 1:]33 }L\ESZ‘I };;;:RESSICWAL DISTRIC..
Previous NC County (if applicable) SURCT 04B 4B SUPERIOR COTRT

Use this screen to make any Address1 e G pameie

registration changes allowed. | g2 e

City State ZIP Code
s s 2 ; A , Cancel
To check the status of a NC

Driver’s License and/or
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populate the voter data, click the small barcode icon to the right of the US Citizen checkbox and scan
the NCDL with a 2D scanner to determine if the ID is expired or not expired. The Data Entry fields will
be populated with the voter data if the NCDL is found. See Section 10 for more information on
scanning NCDLs.

If the voter needs to vote Provisionally, the ‘Vote Provisional’ button will exit the Update Voter
process and launch the Provisional Data Entry process. See Chapter 3, Section 7 for details on the
provisional voting process in SOSA.

If the voter has an issue that requires sending him to the Help Desk, click the ‘Print Referral’ button to
print a Help Referral Form which the voter will take with them to the Help Desk.

The ‘Absentee History’ button will display any Absentee information for the current election. The
‘View Street Ranges’ button will show the Geocode information for the ‘Street Name’ entered. Use the
‘Comments’ button if there is a need to add a comment regarding the registration changes being made.
‘Cancel Vote’ will cancel the vote process and return you to the search screen. To clear the existing
Residence or Mailing address information, click the red eraser icons at the end of each address
section.

If the voter has a religious objection to being photographed and has informed the county BOE of this,
the Religious Objector box will display with a checkmark to inform the One-Stop Worker that photo ID
will not be provided by the voter. Note: Religious Objector functionality remains, but the ID law has
been repealed, making this now irrelevant.

Ask the voter when they moved. If the voter has moved less than 30 days before the election, select
the ‘No’ radio button under “Will you have lived here for 30 Days or more prior to the Election Date?”
and fill in ‘Move Date’. If they moved more than 30 days before the election, select the ‘Yes’ radio
button under “Will you have lived here for 30 Days or more prior to the Election Date?”

If the ‘Move Date’ is less than 30 days before the election, a message will display that the address
changes will not be saved. If ‘Yes’ is clicked, the registrant can vote at their old address and the
changed ‘Residence Address’ will revert back to the address on file. If ‘No’ is clicked, it returns to the
changes screen where you can modify the data or cancel out of the change process.

Enter all available registration information.

4 Chck the ‘Review’ @ Update Voter Registration =
Step 2: Review the registration changes before continuing tovote. Click the "Back” button to make any changes. Click the "Vote™
button tO Complete buttonto save the registration and indicate tothe system the voteris voting. Click the "Cancel” button to abort the process.
Application Information Name Voter Verification
Step 1 and move to Last Name First Name Middle Name Suffix NCDL
. BURTON HANNAH JOSIE
Step 2 At thlS Birth Date (mm/dd/yyyy) Birth State SSN
point, SOSA will co :
1 1 Residence Address
determlne lf the House# Half  Dir Street Name I:l Type Suffix Unit Will you have lived here for 30 Days E‘
VOteI‘ must pI‘OVlde 511 \WOODHAVEN DR or more prior to the Election Date?
City State ZIP Code Phone & Mave Date (mm/dd/yyyy}
HAVAID and/or JACKSONVILLE NC 28540 910-650-7430 i
SeleCt a party ballOt Mailing Address Voter Information
. . Address1 I:‘ Gender Application Dt Ballot Style Vote
(similar to Step 7 of = o Provisional
1 Address2 Race Reqistration Dt NCID
Chapter 3, Section == s —
2). Once thisis City State  ZIP Code Ethnicity Party rint Referra
. NOT HISPAN UNAFFILIATED
determined and
Absentee
3 : C ts
provided, if History H il ‘
- Previcus Name and/or Address Jurisdiction List
necessary, the One
4 Last Name First Name Middle Name Suffix 2oT moa wHoa =
StOp Appllcatlon MUNT X JACKSONVILLE
. revious ounty (if applicable] WARD hE] W3
P NC Ci (if applicable)
form/label will s o T e
. i sl smpCT 04E 4B SUPERIOR COURT
pI‘lnt. If EPB. e JUD 04 4TH JUDICIAL
NCSEN 08 NC SENATE DISTRICT &
Address2 NCHSE 015 NC HOUSE DISTRICT 15 |
PROS 04 4TH PROSECUTORTAL -
City State ZIP Code & I
» Cancel
‘ Back & Vate *x Vole
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PRINT NAME/ADDRESS CHANGE FORM is set to ‘Y’ the One-Stop Name/Address Change form will
also print. Once printed, the voter should be directed to review the information on the form(s) and
sign, and the user should follow the county procedures in regards to the documentation.

The “Printing One-Stop Forms” window will display indicating the application form is being sent to
the default printer. The screen will change to Step 2, as shown to the right, with all fields changing to
read-only, allowing the user to review the information. There are several pop-up screens that may
appear at this stage as well. They are listed below.

e [fan error pop-up screen appears,
as shown to the right, then the
residential address entered is
. . . . . The address entered cannot be found in the county’s geocode listing.
invalid due to it not being a valid

b
Geocode address for the county. ' =]

The user can either fix the address
(if a mistake was made during data entry) or have the voter vote a Provisional ballot (follow the

Update Voter Registration Error

Cannot continue the vote process! ke

county procedures).
e Ifaresidential address is valid but Update Voter Registration Error ]
there is not a valid ballot style Cannot continue the vote process!
)
related to that addreSS (and voter's The voter registration (eoord as .entered cor]tains an address that is not valid for this
age) for the election, the user will election and therefore is not eligible to receive a ballot. .

receive the message shown to the
right. The user can either fix the
address (if a mistake was made during data entry) or have the voter vote a Provisional ballot
(follow the county procedures).

o [fthe election is a Primary election o o s b euse
. . — =
and the registrant being updated has S ate ¥t e
a ballot party with no valid ballot () BT AT T R
style associated with it, the user will B et 1o e, orty that s o vlid fortis
receive the message shown to the ' Detail>>

right. The voter may have to vote a
Provisional ballot (follow the county procedures).

Verify that all changes made are correct and that additional changes are not needed. If further
changes are needed, click the ‘Back’ button to go back to Step 1 above.

5. Click the ‘Vote’ button in order to cast a ballot related to the changes just made.

NOTE: Clicking the ‘Issue’ button drop-down will give the option to Vote In-Person or Vote Curbside
(if ‘Allow Curbside Voting’ is checked in the options). Clicking ‘Issue’ without using the drop-down will
use the ‘Default Voting Method’ that was set in the options.

Once the Vote process is complete, there is no way to undo the registration change. If the voter does
not wish to vote at this time or the user has made a mistake, click the ‘Cancel Vote’ button.

Once the Vote occurs, the record will be sent to VoterScan for verification of the changes upon
either the next transfer (or the next processed vote record in connected mode).

6. Ifthe SOSA option “Create BOD file with vote cast” is enabled, an XML file will be created in
C:\tmp\BOD with the vote information.
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SECTION 3: NEW IN-PERSON (SAME DAY) REGISTRATION

If a voter cannot be found in SOSA using the Search function and/or the voter says they are not registered in
the county, a new In-Person Registration (IPR) may need to be processed. This process should NOT be used if
the voter is already registered, especially during a primary. It is not intended as an end-around for changing a
voter’s party, as that change will be caught back at the county office.

The following procedure demonstrates how to add a new registration.

1.

-37-

Click the ‘New Voter Reg’ button from the ribbon.
Step 1 of the New Registration 4. .. 2

screen will appear, as shown to | S eiecees Gk ihe o = T
the right. ol 1= s e
Enter all of the voter’s fas st
information provided (the e el O Siatans [VerSmfm| fype ek Ui Wayurewmmshesiroi (o
required fields are the bwe  ZPCam  Phom ovs Dsto i)
minimum fields that need acasaies ——

entry), or click the Barcode et PR e T e e
icon to scan an NCDL barcode [ — =
and populate the data entry = - | —

fields. The following fields are Comments
required: ‘US Citizen’, ‘Last e e oy oo

Name’, ‘Birth Date’, ‘House #’, e P K Gty it ’

‘Street Name’, ‘City’, ‘State’, Adoos

‘Zip’, ‘30-day move’ radio Adimes2

button, and ‘Party’. To save = o P T ' | [0

keystrokes during data entry,
use the ‘View Street Ranges’ button to display the street information. Double-clicking a row will
populate all address fields except for the house number. Enter all available registration information.

Use the ‘Comments’ button if there is a need to add a comment regarding the new registration. Click
‘Print Referral’ to print a Help Referral form if the voter needs to be sent to the help table for some
sort of problem. Click ‘Vote Provisional’ if the voter needs to vote a Provisional ballot.

Click the ‘Review’ button to complete Step 1 and move to Step 2. Select a ‘Proof of Residence’ HAVA
document from the pop-up list and select a ‘Voting Method’ from the second pop-up list, as shown
below.

@ Proof of Residence Required P @ Voting Method Required

Proof of Residency is required. All of the fallowing Woting Method is required. Please selecta Vioting Method

documents are valid to be shown as proof of residency but

they must contain the voter's full name and current residential ABSENTEE CURBSIDE
address. IN-PERSCON

BANK STATEMENT

GOVERNMENT CHECK

NC DRIVERS LICENSE

NC NON-OPERATORS ID

OTHER GOVERNMENT DOCUMENT
OTHERPHOTOID

PAYCHECK

TRIBAL ENROLLMENT CARD
UTILITY BILL

| ‘ Cancel Select | | Cancel
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2. The screen will change to Step 2,
as shown to the right, with all
fields changing to read-only,
allowing the user to review the
information. At this point the NC
Voter Registration Application
will print if no problem occurred
with the registration data. There
are several pop-up screens that
may appear at this stage as well.
They are listed below.

e Ifan error pop-up screen appears, as shown to
the right, then the residential address entered is
invalid due to it not being a valid Geocoded
address for the county. The user can either fix the
address (if a mistake was made during data entry)
or have the voter vote a Provisional ballot (follow

the county procedures).

(é Mew Registration

|| Slep2 Review

Application Information Hame
Lot Name First Name Middie Name
= BUNNY BUGS
Birth Date (mm/ddyyyy) Eirth State
Rusadence Addriss o
House i Half Dw Strowt Neme { Typa Suffix Unat
n JOSEPH v LN v
Ciy State Phone &
ROCKY MOUNT HC (o
Masking Addriss -+ Voler Informabion
Address " | Gonder Apphcation Dt Balict Style
DS
Address? Fnce Rogqutraton Dt
City State ZIP Code Ethnicity Party
- - - -| [DEMOCRENC |-
Previous Name and/or Addeess
Last Name First Name Middle Nams Suffix
Pravicus NC County (f apphcable)

Address1

Address2

City State ZIP Code

o I[faresidential address is valid but
there is not a valid ballot style related
to that address (and voter’s age) for
the election, the user will receive the
message shown to the right. The user

can either fix the address (if a

mistake was made during data entry)
or have the voter vote a Provisional
ballot (follow the county procedures).

e [fthe election is a Primary election
and the registrant being updated has
a ballot party with no valid ballot
style associated with it, the user will
receive the message shown to the
right. The voter may have to vote a
Provisional ballot (follow the county

procedures).

Ballot Style Validation Warning

Cleck The “Back® button lo make sy changess. Click e "Vole™
he sy the voler is voling. Click the *Concel” button o short the process.

Suftee

Voo Verfication
NCOL

55N

Will you have lived hara for 30 Days
o mose prio 10 the Election Dete?

Move Dote (mm/ddlyyyy)

Junsdchon List

Vole
Provisicnal

Pnnt Rederral

Comments

Vole

Iﬁl Cannot continue the vote process!

eligible to receive a ballot.

The voter registration record, as entered, contains an address which
cannot be found in the county's geecode listing and therefore is not

oK

Ballot Style Validation Warning

| Cannot continue the vote process!

The voter registration record, as entered, contains an address that is not
valid for this election and therefore is not eligible to receive a ballot.

oK

Ballot Style Validation Warning

4 1 Cannot continue the vote process!

The voter registration record, as entered, contains a party that is not
wvalid for this election and therefore is not eligible to receive a ballot.

oK

Verify that all registration information is correct and that additional changes are not needed. If
further changes are needed, click the ‘Back’ button to go back to Step 1.

-38-
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3. Click the ‘Vote’ button in
order to cast a ballot
related to the new
registration. The One Stop
Application/label will
print. Once printed, the
voter should be directed to
review the information on
the form and sign it,
following county
procedures.

Once ‘Vote' is clicked, there
is no way to undo the new
registration. If the voter
does not wish to vote at
this time or the user has
made a mistake, click the
‘Cancel Vote’ button.

-39-

@ New Registration

Step 2: Review all registration information before continuing to vote. Click the "Back” button to make any changes. Click the "Vate™
buttonto save theregistration and indicate tothe system the voter is voting. Click the "Cancel® button to abort the process.

Application Information Name Voter Verification
Last Name First Name Middle Name Suffix NCDL
US Citizen BUNNY BUGS
Birth Date (mm/dd, Birth State SSN
Residence Address
House# Half  Dir Street Name :l Type Suffix Unit Will you have lived here for 30 Days
Px] JOSEPH | LN | or mare prior to the Election Date?
City State ZIP Code Phone g Move Date (mm/ddjyyyy)
ROCKY MOUNT NC 27801 (&
Mailing Address — = Vater Information
Address1 IsUS Addrees? o || G Application Dt Ballct Styl Vote
ress ender pplication Dt al yle Provisional
D015
Address2 Race Registration Dt
Print Referral
City State ZIP Code Ethnicity Party
DEMOCRATIC
Previcus Name andfor Address Jurisdiction List
Last Name First Name Middle Name Suffix T 1e01 SHARDSEURG ]
caNG 13 CONGRESSIONAL DISTR..
e s Previous NC County (if applicable) SUBCT 07B 7B SUPERICR COURT
ST e Bt JUD o7 7TH JUDICIAL
Address1 NCEEN 03 NC SENATE DISTRICT 3
NCESE 023 NC HOUSE DISTRICT 23
CooM € COMMISSION £6
Address2 BIED 507 507 EDGE CO SCHOOLS |
PROS o7 7TE PROSECUTORIAL -
City State ZIP Code & :
ancel
‘ Back | % Vote ® Vote

Once the Vote occurs, the record will be sent to VoterScan for verification of the changes upon either
the next transfer (or the next processed vote record in County mode).

SOSA User Guide




SECTION 4: VIEW REGISTRATION AND PROVISIONAL INFORMATION

To view more detailed registration

@ View Voter Registration kg
information for a selected One-Stop
voter, such as Status, Status Reason, e i Nt Middo Narmo R A
Jurisdictions, or DL/SSN, use the ' B?i:;:l(mm,mw L - ' el
‘View Voter Reg’ button on the B = B '
Home ribbon in the Registration ettt or o Steteme [iedemee] g o g oo nioso0nys
section. The View Registration e b e S ey
window will appear. g Addss s o] oo samene S
- .
If voter needs to be sent to the Help ~ *=* e ] (o] (oot
Desk, click the ‘Print Referral’ " = FE 1 |{scxien] [emms
button to print the Help Referral (i [Venris ey - |
form. Lpﬁ’:tvl‘\fauns'v?a S First Name Middle Name Suffix J::fd‘cmmi;u e
Previous NC County (f applicable) |-, ZSN::EIS% G i
st | = g =
Adress2 W B b
City  Stte  ZIPCode

. . . @
To view the information for a
s Provisional Voter Registration Information Provisional Voting Information
SeleCted PrOV1510nal VOter’ use the Full Name ALLISON MARIE MASON Election Date 07/11/2017 =
BYA ] "
View Prov’ button on the Home US Citizen? Yes Poll Book Number WMB-100-2
) ) L. i Birth Date D6/01/19%8 PIN CG68-100-2
ribbon in the Provisional Voting A 1 Location Voted WME
3 VRN 000009849765 Assigned Precinct CODDLE CREEK #2
section. SEglad
Residential Address 1580 DOGWOOD LN Provisional Voting UNREPORTED MOVE
STATESVILLE NC 28625 Reason
Residential County IREDELL COUNTY Reasonable Impediment  No
Will you have lived Yes Reasonable Impediment
here for 30 days or Reasons
more prior to the D. Ria i 5d
Election Date?
Move Date
Phone

Mailing Address Jurisdiction List

ECT STE STATESVILLE #6
Previous Name MONT sTT CITY OF STATESVILLE
Previous Address WARD STI& STATESVILLE WARD#&
Previous County cONG 13 CONGRESSIONAL DISTRICT 13
3 SUBCT 228 223 SUPERIOR COURT
Birth State MA JUD 228 223 JUDICIAL
NCDL NCSEN a4 NC SENATE DISTRICT 44
ssN NCESE 095 NC HOUSE DISTRICT 35
THE ST STATESVILLE
Gender FEMALE EDED s SCHOOL #4
Race WHITE PROS 228 224 PROSECUTORIAL
vTD STE 5T6
Ethnicity NOT HISPANIC or NOT LATINO
Party UNAFFILIATED
ID Provided? NC DRIVERS LICENSE
‘ ‘ e ‘ ‘ ‘ |’g e
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CHAPTER 5: DATA TRANSFERS

SECTION 1: OVERVIEW

Data transfers are required if SOSA is running in LOCAL mode. The data (registration updates, votes,
provisionals and returned absentee ballots) on the local machine needs to be sent back to the county server
and vice versa. This keeps the voter registration list updated on the local machine as well as updating the
registration changes, voting, provisionals and returned ballots processed on the local machine in the county;
this in turn allows other machines to get these details. The data needs to be transferred on a timely basis.
There are two transfer types, File and Electronic.

SECTION 2: LOCAL MODE TRANSFERS-WITHOUT NETWORK CONNECTION

This function was formerly known as a Disconnected transfer. In LOCAL mode, the transfer of data between
the local machine and the county server is a manual process involving the transfer of data files. Itis
recommended that the transfer is completed on a daily basis. New data export files should be created at the
county office and sent to every site each morning so all SOSA machines can be updated. This process updates
the local SOSA machine with any registration changes or voting performed in other locations or on other
machines. At the end of the day, a new data export file should be created on each local machine, transported
to the office and imported into the county database server using One-Stop System Manager. This cycle
repeats each day within the one-stop voting period.

TRANSFER DATA FROM THE COUNTY BOE

Below are the steps to transfer data from the file, exported at the county, to the SOSA machine. The user will
take the export file located on the portable media device, such as a USB drive, back out to the one-stop site
and import it into the machine using the steps below.

@ Data Transfer =B =
. . Data Ti fer Method
1. From the Tools tab in SOSA in LOCAL mode, select the ¢ ramBoE.
‘Transfer’ button from the ribbon and choose ‘File’. e ten
‘0 BOE (Re-Transfer)

2. The Data Transfer screen will appear, as shown to the [\.):i;::t;uaema(wasgenara(w from SOSA System Manager by replacing all the
right_ Click 'BrOWSe’ to Select the 1ocat10n Of the portab]e lookup table data in the local database on this machine with the data in the file.
media device, if needed. Once the database file location
is selected, click the ‘Run’ button to start the import of ——

o A B .
the export file. :
File Name
. . . . . . OSVDBEnc.ezp

3. The screen below will display, indicating that the import e

process has begun.
Data Transfer (From BOE) Process Status

Please wait while job completes.__.

Job Name: Decrypt Started At: 12/5/2013 12:46 PM

Job Name: Decrypt Completed At: 12/5/2013 12:46 PM

Job Name: Decompress Started At 12/5/2013 12:46 PM
Job Name: Decompress Completed At: 12/5/2013 12:46 PM
Job Name: Load Database Started At: 12/5/2013 12:46 PM
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4. Upon completion, a Load Database screen will appear, as shown to the right, Load Database s

indicating the import is complete. The portable media device can now be
removed and used on a different machine if needed. 0 Database i |aaded:

0K

TRANSFER DATA TO THE COUNTY BOE

Below are the steps to transfer data from the local machine to the county database server. A portable media
device, such as a USB drive, will need to be connected to the machine.

1.

-42 -

From the Tools tab in SOSA in LOCAL mode, selectthe .. 1w @ =
‘Transfer’ button from the ribbon and choose ‘File’. e

 From BOE
" To BOE (New)

The Data Transfer screen will appear, as shown to the o s

right. The default transfer method is ‘From BOE’. e

Change the transfer method to ‘To BOE (New)'. This b Fa T bt T e Shout b s e cory o rd oot
will create a new transfer file containing all the

registration changes and/or votes that have not been
transferred yet. Click the ‘Browse’ button to select the
location of the portable media device, if needed. Once
the location is selected, click the ‘Run’ button to start
the creation of the export file. If the user needs to
retransfer a previously created transfer file, select ‘To
BOE (Re-Transfer)’ as the transfer method instead. Run
Then the user must select the export date of the file to retransfer.

Location

File Name

Status

If the location selected in Step 2 does not exist, the Data Transfer Error =
screen listed to the right will appear. The message e
indicates the location does nOt eXiSt. Cllelng the [\._. ) 'g::sd:::z:ztslferred has been cancelled because the file location e’

Click the "Browse” button to select a valid file location and try again,

‘OK’ button returns the user to the Data Transfer
screen which allows the user to select a valid

location. o |

If the location selected in Step 2 does exist, once the transfer completes, the ‘Status’ section of the Data
Transfer screen will populate with updated information. A sample screen section is shown to the
right. If the ‘Status’ shows ‘Transfer Successful’, Sl e

then the file has been created, a Transfer to BOE e e e Y P

Statistics summary report will be printed, and the

user can click ‘Close’ to exit the transfer screen. If

the ‘Status’ shows ‘Transfer Unsuccessful’, the user may attempt a retransfer or contact the SBE
Helpdesk.

The last transfer status can be checked by clicking the ‘Status’ button on the Tools ribbon.

Once the ‘Status’ shows ‘Complete’, the user should take the portable media device and the Transfer to
BOE Statistics summary report back to the county board of elections office to be imported.
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SECTION 3: LOCAL MODE TRANSFERS-WITH NETWORK CONNECTION

This function was formerly known as a Hybrid transfer. In LOCAL mode, the transfer of data between the local
machine and the county server is either an automated process or a manual process involving the user
initiating a transfer. These transfers update the local machine with any changes to the SOSA tables on the
county database server (registration list, absentee list, and any lookup table changes) and update the county
data with registration changes or voting performed on the local machines. In order for LOCAL mode to
perform electronic transfers properly, the SEIMS user password and the SOSA wizard password must
be EXACTLY the same. If these passwords don’t match exactly, a login error will be received when logging
into Local mode and the machine will function as a Local machine without network connection. Electronic
transfers will occur automatically as long as there is a connection back to the county server and the transfer
interval is not set to Manual.

Use the following steps to start the manual transfer process. This will first send data to and then retrieve data
from the county database server. This process is only necessary if a transfer of data is needed outside the
normal LOCAL transfer interval that has been set.

1. From the Tools tab in SOSA in LOCAL mode, select the ‘Transfer’ button from the ribbon and choose
‘Electronic’.

2. The following pop-up screen, shown below, will appear to indicate that the transfer process has
started.

-
Data Transfer Information &

i * A The electronic data transfer process has started.
¥ This process will transfer data from the local machine to the county and
~ from the county to the local machine.
To monitor the progress, select the Data Transfer Status button.
Once the process is complete, the data transfer schedule will restart and
continue to transfer at the specified rate.

oK

SECTION 4: CHECK TRANSFER STATUS

To determine the last transfer status from either an automatic or manual transfer, the user can click the
‘Status’ button from the Tools tab ribbon. This will bring up the Data Transfer Status screen, as shown below.

@ Data Transfer Status =

Status of the last attempted data transfer to or from the BOE.
Transfer To BOE:

Type: ELECTRONIC

Date/Time: 12182015 1:00:58 PM

Status COMPLETE
Transfer From BOE:

Type: ELECTRONIC

Date/Time: 12/18/2015 1:01:05 PM

Status COMPLETE

The following statuses are possible:

e COMPLETE - The transfer finished successfully.
e [NCOMPLETE - The transfer had a problem transferring and was unable to complete.
o PROCESSING - The transfer is currently in progress.
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EXCEED THRESHOLD - The number of records to transfer exceeds the transfer limit.

SECTION 5: POST ELECTION AUDIT

The One-Stop Post-Election Audit is a process that the user should run at the end of the one-stop election
period on each SOSA machine that was installed through the ‘Complete’ method. This audit process exports
all the one-stop data (registrations, votes, etc.) made on the local machine and creates an audit data file (in
xml format). This data file is imported into One-Stop System Manager where the data in the file is compared
with the data on the county database (that was transferred over the one-stop period). The user can view,
exclude, and process any records that exist in the data file that do not exist on the county. All SOSA machines
MUST run the post-election audit in order to convert SOSA to OVRD.

The post-election audit process ensures that all of the one-stop data from the SOSA machines is
accounted for in the county database server and that a transfer was not accidentally missed.

Important!

An audit transfer is done at the END of one-stop. Once it is done, no other one-stop activity can be
performed on that machine other than searching and re-transferring the audit file again. View Voter
will also be available but keep in mind that any one-stop records still awaiting update in VoterScan
will not display the updated information on the SOSA machine.

EXPORT FROM SOSA

To begin the post-election audit process, the user must be using SOSA in LOCAL mode.

1.

-44 -

Click the Tools tab ribbon and select the Post
Election Audit button from the ribbon.

The Data Transfer - Post Election Audit screen
shown to the right will display. Verify the
location in which to save the audit file; click
‘Browse’ to bring up the browse folder screen to
change the location. When ready, the user
should click ‘Run’ to perform the post-election
audit.

Once the audit process is complete, the ‘Status’
section will populate, similar to the screen shown
below. Also, the SOSA Voting Information screen
will now indicate that the post-election audit has
been run, as shown in the screen below and to
the right.

@ Data Transfer - Post Election Audit = | E =

Data Transfer Method
£
¥ To BOE (New)
~

Description

Creates an export file that contains all the vote and registration data performed on
this machine. This file should be sentto the county office and imported using
S0SA System Manager to catch any data missed on previous days.

Location

File Name
Status
Run ‘ | Close
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@ Data Transfer - Post Election Audit (=l=] = ]

@ SOSA Voting Information [

Data Transfer Method

£ From BOE

9 Election Date: 01/18/2016

73 e sfe =

i Election Site: EDGECOMBE COUNTY BOARD OF

Description ELECTIONS OFFICE

Creates an export file that contains all the vote and registration data performed on

this machine. This file should be sent to the county office and imported using Machine: SBEWKO1RM108 ID: 100
‘SOSA System Manager to catch any data missed on previous days.

Validalion Sialus: VALIDATED

Ecaton Validation Daile: 1/6/2016 2:41:27 PM

el

File Name MBSN: MJFFBAD

| GUID:  59fdcdb0-8934-4aee-95b4-fSeBd4edI01a xport Post Election
Status

Status: Transfer Successful
Date: 12/10/2013 4:00 PM Status
FileName: e:\OSV_106_Audit_Encoanl

No current Issues

Audit Data Complete: v

oK | | Cancel

4. Verify there is an audit file as specified in the ‘File Name’ field.
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CHAPTER 6: REPORTS

SECTION 1: OVERVIEW

This chapter discusses the four reports available within the SOSA application.

SECTION 2: ONE-STOP VOTING REPORTS

In SOSA, there are five reports that produce either statistics or detail for all activity that has occurred on a
particular machine: the SOSA Transaction Statistics report, the SOSA Voter Detail report, the Returned By-
Mail Ballot List, the SOSA Provisional Poll Book and the SOSA Transaction Audit List. To access these reports
in SOSA, select the Tools tab and select SOSA Transaction Statistics, SOSA Voter Detail, Returned By-Mail Ballot
List, SOSA Provisional Poll Book or SOSA Transaction Audit List from the Reports box.

@'; SOSA Voting (v.2.1.55) - DISCONNECTED PRODUCTION (one_stop) - EBurton - 10/06,/2015

= &

Transfer Status

Tools

e ) o ry B date Re Ii SOSA Transaction Statistics =}
% A2 e} - E=
3 =te Ret =5 SOSA Voter Detail T

Post-Election
Audit

Street Local Other
Search  Site Site

Lookup

= Returned By-Mail Ballot List |+

Reports

Utilities Data

Transfer

SOSA TRANSACTION STATISTICS REPORT

The SOSA Transaction Statistics report gives a summary count of the following information with site and

machine: votes cast, cancelled votes, notes, provisionals, new
registrations and updated registrations. After selecting the menu item,
the initial screen that displays is a criteria screen for the report, as
displayed to the right.

The user selects the machine and election site for which to get statistics.
The transaction date defaults to all dates, but the user has the option to
choose only the current day’s counts (select ‘Today’) or a range of dates.
The user can also select how the report is grouped. This report will
only return data for dates within the one-stop period.

The connection mode determines the machine and site list. In
COUNTY mode, all the machines/sites related to COUNTY mode
machines are shown. In LOCAL mode, only the single local
machine is available.

After criteria fields have been chosen, the user clicks ‘View’ to run and
display the report. A sample of the report can be seen on the following

page.

To print the report to the default printer, click the small printer icon (2nd
from the left).

-46 -

a5 SOSA Transaction Statistics

Machine:
102 hd

Transaction Date
e All
" Today

BOE

" Specify Range

From:

Group By

+ Site. Machine
" Site. Date

" Date, Site

Election Site:

-

| View | | Clear

| | Close

a5 OSV Report Viewer

4 1

'j e Py |

| Main Rep\:.‘nrt
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IREDELL COUNTY BOARD OF ELECTION S

SOSATRANSACTION STATISTICS

WHERE machine_sbbr = "10

Machine All Votes Cancels Actual Votes Updated MNew Provisionas Notes
(AN Vote e - Canesic) Repistrations Repistrations
Election Site: LOB
0 ] a i}
Toital: 0 L] 0

SOSA VOTER DETAIL REPORT

The SOSA Voter Detail report gives a list of voters with some of their
registration/vote data. The data includes name, VRN, residential
address, vote type, ballot number, party, party voted, vote date, age,
gender, race, site, and machine. After selecting the menu item, the
initial screen that displays is a criteria screen for the report, as
displayed to the right.

The user selects the machine and election site for which to get
statistics. The transaction date defaults to all dates, but the user has
the option to choose only the current day’s counts (select “Today’) or
choose a range of dates. Since this report only is related to an election,
make sure the dates are valid for the one-stop period.

The connection mode determines the machine and site list. In
COUNTY mode, all the machines/sites related to COUNTY mode
machines are shown. In LOCAL mode, only the single local
machine is available.

o- S505A Voter Detail

Machine:
102 hd

Transaction Date
i« All

" Today

" Specify Range

From

Election Site:
EOE -

| View | ‘

Clear

H Close

After criteria fields have been chosen, the user clicks ‘View’ to run and display the report. A sample of the

report can be seen on the following page.

To print the report to the default printer, click the small printer icon (2nd

from the left).
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o  O5V Report Viewer

gl Wit Y
¥ 4=

Main Report
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POLK COUNTY BOARD OF ELECTIONS

SOSAVOTER DETAIL
Machine_abbr ="102° AMD Site_abbr ="BOE’
Name/VRN Address VoteType BallotNumber Party VoteDate Age Gender Race Election Site  Machine
INGLE, RANDY DALE 10750 NC HWY 3 v 10200001 DEM{DEM) 12/05/2013 &7 M WHITE BOE 102
COLUMBUS, NC 28722
DDp00001T149
Votes: 1
Cancels: 0

ActualVotes: 1

RETURNED BY-MAIL BALLOT LIST REPORT

The Returned By-Mail Ballot List report gives a list of voter details for
voters that have returned a mailed ballot on the SOSA machine. The LM T R T

data includes name, VRN, delivery name, relationship to voter,
application number, return date, election site, machine and update
operator. After selecting the menu item, the initial screen that displays
is a criteria screen for the report, as displayed to the right.

Transaction Date
e All

" Today

" Specify Range
The user selects the date(s) for which to get statistics. The transaction

date defaults to all dates, but the user has the option to choose only the Frem
current day’s counts (select ‘Today’) or choose a range of dates. Since To
this report only is related to an election, make sure the dates are valid
for the one-stop period.
B | WView | | Clear | | Close |

The connection mode determines the machine and site list. In
COUNTY mode, all the machines/sites related to COUNTY mode machines are shown. In LOCAL mode,
only the single local machine is available.

After criteria fields have been chosen, the user clicks ‘View’ to run and display the report. A sample of the
report can be seen below.

a5 OS5V Report Viewer

To print the report to the default printer, click the small printer icon (2nd e [ B
by 1

from the left). —
Main Report
POLK COUNTY BOARD OF ELECTIONS
RETURNEDBY-MAILBALLOTLIST
Name VRN DeliveryName Relationshipto Voter  Application Number Return Date Election Site Machine Update Operator
BARTOM, BETTY JANE 000000001574 BETTY BARTON WOTER 3 12005r2013 BOE 102 ehurton
TotalBallots: 1
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PROVISIONAL POLL BOOK

The SOSA Provisional Poll Book report is a detailed listing of the provisional voting information logged on a
particular machine. The report displays the count, poll book number, voter name and address, ballot style
issued, voted date and the PIN number for a provisional voter.

If SOSA is set to use label printing, this report cannot be printed; it must be exported to a PDF and be
printed outside of SOSA.

Home Tools

; i =y [ Update Return 5| SOSA Voter Detail - —
e o = S

=5 Returned By-Mail Ballot List

treet Local Cther New ; Post-Election Transfer  Status
SR e o Retiurm $ 5| SOSA Provisional Poll Book ¥ Audit 4
Lookup By-Mail Ballot Reports Uilities Data Transfer

The report will display as shown below. To export the report, click the first icon on the left.

HYDE COUNTY BOARD OF ELECTIONS

SOSA PROVISIONAL POLL BOOK
05 Site: HYDE COUNTY BOARDOF ELECTIONS OFFICE
Machine |D: 100
Election: 04/ 1472015 MUNICIPAL

Count PollBook No. Voter Mame/Address Ballot 5tyle Issued Voted Date FINNumber
BOE-100-1 MOUSE, MINNIE MDO1 0312r2015 CF41-100-1
T1 CATFIEH LN

BELHAVEN, NC 27810

BOE-100-2 DUCK, DAFFY MO0 031212015 CF41-100-2
T1 CATFISH LN
BELHAVEN, NC 27810

(8]

GrandTotal: 2

To print the report to the default printer, click the small printer icon (2nd

o5l OS5V Report Viewer
from the left).

=

= s
|I'~'Eainﬂ.e-part

fag

SOSA TRANSACTION AUDIT LIST

The SOSA Transaction Audit List report is based on the transactions in SOSA. Both transactions that have
been processed and those that have been cancelled during the voting process shall be listed. The report can
be run for Absentee records or Provisional records. The report displays the Name, Application Number or Poll
Book Number, Record Type, Completed Vote Process (Y or N), Process Date and Ballot ID. Note: Records only
print on this report if the One-Stop Application or Provisional Application have printed and the process was

then cancelled via the Cancel Vote button.
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To run the report, select SOSA Transaction Audit List from the Reports section of the Tools ribbon

e VA N i A AN N e g Chirbmem — O 7 A 70T RAL I O & w N EIRAD
= HAaA VOLUNG V. 24880 ) - LA AL ICAE ST0R] - =Ad F

g - stop) - EBurton - 07 20 VUMICIPAL - Mach: 100 - Site: WMB
Home Tools

ﬁ @ @ E'E B3 Update Return ||| =5 Returned By-Mail Ballot., =« " % &
21, EE=
@ Delete Return = 505A Provisional Poll Bo... -
Street Local Other Mew ] ) o - _ | || Post-Election Transfer  Status
Search 5Site  Site Return == S05A Transaction Audit.. ¥ Audit &
Lockup By-Mail Ballot Reports Utilities Data Transfer

After selecting the menu item, the initial screen that displays is a criteria screen for the report, as displayed
below. There are 2 data types the report can be run for: Absentee and Provisional.

The user selects the Machine, Type, Transaction Date and Sort By options. The transaction date defaults to all
dates, but the user has the option to choose only the current day’s counts (select “Today’) or choose a range of
dates. Since this report only is related to an election, make sure the dates are valid for the one-stop period.

The Sort By options for Absentee records are Application Number or Ballot ID, for Provisional records the
options are Poll Book Number or Ballot ID.

g5l SOSA Transaction Audit List 2 g5l SOSA Transaction Audit List I = ®
Machine: Machine:
[ 100 [~ [ 100 ~|
Type Type
= Absentee ¢ Provisional " Absentee & Provisional
Transaction Date Transaction Date
& All @« Al
" Today " Today
" Specify Range " Specify Range
. ] Eyuc| ]
o [] o | ]
Sort By: Sort By: 1
| APPLICATION MUMBER || POLL BOOK NUMBER -
| View | | Clear || Close | | WView | | Clear | | Close |

After criteria fields have been chosen, the user clicks ‘View’ to run and display the report. A sample of the
report can be seen below.

o  O5V Report Viewer

To print the report to the default printer, click the small printer icon (2nd =] o
& [ 93

from the left). S
Main Report
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Absentee Audit List Report

IREDELL COUNTY BOARD OF ELECTIONS
SOSATRANSACTION AUDITLIST

Type ='Absentee’, Machine ='ALL', Date Range = 'ALL'
Machine (run from) = "107, Connedion ='COUNTY'

Name Application Number Record Type Completed Vote Process Process Date Ballot ID
JONES, PAMELA MARTIN QO5-PBC-103-0 UPDATE VOTER M 01/12/2017 12:06:29 PM 103-0
MARTIN-DAVIS, PAMELA JOY 03-PBC-103-1 UPDATE VOTER i 011212017 12:08:22 P 1031
TYLER, CHERI MARIE O5-PBC-104-1 ISSUE VOTE M 01/13/2017 01:59:54 PM 104-1
SMITH, LAKISHA 05-UGFD-106-1 ISSUE VOTE i 011812017 10:39:43 AM 106-4
REYMOLDS, JAMES WILBUR OS5-UGFD-106-2 UPDATE VOTER ¥ 01/18/2017 04:12:22 PM 106-5
MARTIN, DAVID AUGUSTA 05-UGFD-107-1 ISSUE VOTE i 01182017 04: 5 P 1071
REYMOLDS, JAMES EDWARD O5-UGFD-107-2 UPDATE VOTER ¥ 01/18/2017 04:11:57 PM 107-2
BUNMNY, BUGS OS5-UGFD-107-3 MNEW VOTER M o1 2017 11:16:36 AM 107-5
Complete: 5

Incomplete: 3

Total: 8

Provisional Audit List Report

IREDELL COUNTY BOARD OF ELECTIONS
SOSATRANSACTION AUDITLIST

Type = 'Provisional, Machine = '107', Date Range = 'ALL'
Machine {run from) = '107, Connedion ='COUNTY'

Name Poll Book Number Record Type Completed Vote Process Process Date Ballot ID
BUNNY, BUGS UGFD-107-1 NEW PROVISIOMAL N 0D1/2712017 11:14:24 AM 107-3
BUMMNY, BUGS UGFD-107-2 MEW PROVISIOMAL N 012712017 11:16:54 AM 107-4
BENTON, BARBARA MCMASTERS UGFD-107-3 EXISTING FROVISIONAL N 0112712017 11:21:43 AM 107-6
Complete: a

Incomplete: 3

Total: 3
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CHAPTER 7: TOOLS

SECTION 1: OVERVIEW

This chapter discusses several tools available to the user, including the street search, by-mail absentee ballot
returns, change password, site and machine information, and convert a SOSA machine to Election Day (OVRD)
mode.

Home | Tools
QS‘ @ @ -~ I3 UpdateReturn ||| &8 Returned By-Mail Ballot... |« = % &
a3 Igé =
1 Delete Return || 2 S0SA Provisional Poll Bo... =
Strest Local Other || Mew - . ) Post-rection || Transter  Status
Search  Site  Site || Retum BSOS Brmeachon. Audit. i Audit -
Lockup By-Mail Ballot Reports Utilities Data Transfer

SECTION 2: STREET SEARCH

The Street Search tool is used to determine the jurisdiction and ballot style information of a selected street.
This is useful for looking up ballot styles for specific addresses, especially for prov1510nal voting. Follow the
steps below to perform a street search. = =

| | Search Criteria

1. Select the Tools tab and then click | foemt gt St = Rl SR Hi sl
‘Street Search’. The Street Search ‘ _ Cew |
screen will appear, as shown to the .
right. '

2. Select or enter in any criteria field
that may help find the street;
typically this is the street name field.
The criteria fields include: ‘House #’,
‘Direction’, ‘Street Name’, ‘Type’,
‘Suffix’, ‘City’, ‘State’, and “Zip Code’.

3. Click the ‘Search’ button. The results ,
will display in the Streets grid L | i) _ oo ||

section of the Street Search screen S

with plus (+) signs next to them. i :«:w

When the plus (+) sign is clicked, it = P (oo S P H R i | |
will expand the results and display | e |
all of the detailed information, as ' F—

shown to the right. The detailed T e e et - — S
information for a row shows all of S R - M N s DO I S W S
the jurisdictions tied to the street, as s - " - wawor

well as ballot style information

broken out by Party, Age and Ballot i

Style. If the ‘Expand All’ button is = _ S | — e
clicked, the detailed jurisdiction and 2 :
ballot information for all results in

the grid will display. If the ‘Collapse

All' button is clicked, the detailed St e —ome |

information will be hidden.
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SECTION 3: BY-MAIL ABSENTEE BALLOT RETURNS

HB 589 makes the delivery of a by-mail absentee ballot to a one-stop site permissible. SOSA will capture who,
where and when a by-mail absentee ballot was delivered, along with other pertinent details, in order to track
chain of custody. The By-Mail Absentee Ballot returns function allows the user to process an absentee ballot
that was returned to the One-Stop site. Once a return has been entered, it can be updated or deleted if
necessary. The data will be transferred to SOSA System Manager along with the votes and registration
updates.

To process a by-mail absentee ballot returned to the One-Stop site, complete the following steps:

1.
2.
3.

Enter search criteria to locate the voter returning the ballot and click ‘Search’.

Select the Tools tab.

Click the ‘New Return’ button. The Returned
By-Mail Ballot Information window displays as
shown to the right.

Fill in the Delivery Name (the person returning
the ballot), Relationship to Voter, and the
Application Number. The application number
consists of the absentee type (CIV, MIL, OVR)
and the unique sequence number (e.g., CIV-8).
The bottom section of the window will
populate with the Voter Name, VRN, Election
Site and Machine. The Return Date, Create Date,
Update Date and Operator Names are

Returned By-Mail Ballot Information

Delivery Name

oter Name

CAT, GARFIELD THE
VRN

000000083352
Election Site

MSFD

Machine
104

Relationship To Voter

Application Nurmber

- -

Return Date

Create Date

Update Date

Save Cancel

Create Operator Name

Update Operator Name

populated when the return is saved or updated. Click ‘Save’ to mark the voter as returning a by-mail
ballot. The Returned Ballot icon will appear in the Voter Information Panel.

To Modify an Existing Return:

5.

If a mistake was made with the return, it can be
updated using the ‘Update Return’ button on
the Tools ribbon. Only the Delivery Name,
Relationship to Voter and Application Number
can be updated, as shown to the right. Click
‘Update Return” to make and save any changes.

To Delete an Existing Return:

6.
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If the return needs to be deleted entirely, this
can be done with the ‘Delete Return’ button on
the Tools ribbon. Click ‘Delete Return’. At the
Returned By-Mail Ballot Delete Question pop-
up, click ‘Yes’ to delete the record, and remove
the Return Ballot indicator. To cancel the
delete, click ‘No’. Once a return record is
deleted it cannot be recovered.

Returned By-Mail Ballot Information

Delivery Name
ARLEMNE CAT

Relationship To Vioter

SISTER

Voter Name

CAT, GARFIELD THE
VRN

000000089352
Election Site

MSFD

Machine
104

Application Number
- CvV |=||7

Return Date
121102013 10:05:25 AM

Create Date
1210/2013 10:05:25 AM

Update Date
1211072013 10:05:54 AM

Save Cancel

Create Operator Name
eburton

Update Operator Name
eburton

Returned By-Mail Ballat Delete Question
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SECTION 4: CHANGE PASSWORD OPTION

SOSA provides the ability for a user to change their password, should they need it. If the user does not know
their password to log in to SOSA, another user with supervisory privileges can change the password for them.
By default, a user’s password is set during the set-up process of the Wizard in One-Stop System Manager. Itis
recommended to change the password after the first login to ensure that secure passwords are being used.
The user must have the Change Password permission to enable the change password functionality.

The following steps describe how a user can change their
password.

1. Click on File = Information Change Password. The
change password screen appears, as shown to the right.

2. Enter the new password in the New Password field. Enter
the same password into the Confirm New Password. Click
the ‘Change Password’ button to put the new password
into use.

Please keep in mind that passwords are case sensitive. Be
sure to use upper and lower case where necessary.

If the user has supervisory privileges, the login name field
will have a drop-down list of users that can be reset. The
‘Reset Password’ button can be used by supervisors only.

In order for LOCAL mode to function properly with a network connection, each user’s SOSA Voting
password MUST match their SEIMS password (passwords are case sensitive).

Change Password

Login Name
EBURTON

MNew Password

Confirm New Password

Change

Password Cancel

To change another user’s password, select the ‘Login Name’ from the drop-down and click ‘Reset
Password’. This will reset the user’s password to the system default.

password changes not be made in COUNTY mode.

The Change Password function works the same way in COUNTY mode, but it will change the SEIMS
Application (VoterView, VoterScan, Report Manager, etc) password. It is therefore recommended that

SECTION 5: SITE INFORMATION

SOSA provides site information in three ways through the File menu and Tools ribbon. These items will allow
the user to find out information about the site to which the machine is currently set, other Election Day voting
sites within the county, as well as information about the current machine. To access the ‘Local Site
Information: <XXX>'" (where XXX is the precinct of the current machine) and ‘Other Election Sites‘ select the
Tools ribbon and then click’ Local Site’ or ‘Other Site’. To access the local machine information, click File>

Information—->Machine Information.
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LOCAL SITE INFORMATION

Local Site Information gives the user address and contact detail for
the one-stop site for the current machine. Access to this tool is
from the Tools ribbon (Tools = Local Site) and will display the
screen shown to the right. In the sample, the SOSA machine was set

to site “MSFD”.

@ Local Election Site Information: MSFD B

Election Site Name:
Site Abbreviation:
Address:

Hours of Operation:

Emergency Contact:

Phone Number:

Alternate Phone Number:

MILL SPRING FIRE DEPT

MSFD

66 SCHOOL RD
MILL SPRING. NC 28756

Open 12:00 PM
Close 7:00 PM

GEORGE PATTON

OTHER SITE INFORMATION

Other Election Sites gives the user address and contact detail for other one-stop sites within the county.
Access to this tool is from the Tools ribbon (Tools = Other Site) and

will display the screen shown to the right. To view information for | Other fiection Sie Information £
other sites, simply select the site from the drop-down list. Election Site Name: | MILLSPRING FIRE DEPT =
Site Abbreviation: MSFD
Address: 66 SCHOOL RD
MILL SPRING. NC 28756
Hours of Operation: Open 12:00 PM
Close 7:00 PM
Emergency Contact: GEORGE PATTON
Phone Number:
Alternate Phone Number:
MACHINE INFORMATION
Machine Information gives the user details about the local [ =
machine. Access to this tool is from the File menu (File 2 FlactionDate: 0110512016
Information ?Machine Information) and will display the screen Elecion Site= 8 VHSLOW CRUNTYBUARD OF ELECTIONS
shown to the right. Information that will be displayed includes the LAl et [t
Election, Site, Machine, Validation Status and Validation Date for e
the SOSA machine. It also shows the MBSN and GUID of the ::;:’1":::: il o )
i L| A ull Instal

machine as well as any ‘Status’ messages. There are also
indicators for “Full Install” mode and if the “Post Election Audit”

has been completed.
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GUID:  ef45be15 Ooe-20of-0d 15205784 1650

Seatus

HNo cumrent lsaues.

Export Post Election
Audit Data Complete: N
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SECTION 6: CONVERT TO OVRD

SOSA has two functions: one-stop voting and Election Day use. One-stop voting is the initial function in which
the application begins; however, it can be converted to Election Day use. Once switched between functions,
there is no way to switch back outside of re-installing the application. When the application is converted to
Election Day use, it is referred to as the On-Site Voter Registration Database application (OVRD).

Certain steps need to be followed to convert a SOSA machine that was used to process one-stop activity to a
viable OVRD machine. These steps should be followed once the one-stop period is over or the user knows the
machine will no longer be used for one-stop voting purposes.

1.
2,
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Run the Post-Election Audit task (see One-Stop Post-Election Audit).

It is required that a current data transfer is performed (see Transfer Data from the County BOE)
between the end of the one-stop period and Election Day. This guarantees the local machine contains
the latest data before Election Day voting begins. If this is not done, the user will receive a warning

message upon login.

Select File 2Information 2>Convert to OVRD
from the Menu bar. A verification pop-up

screen, as shown to the right will dlsplay l % functionality will no lenger be allowed on this machine. This is
i ’ ’ . . ' . irreversible,
This allows the user to not continue if they did Are you sure you wish to continue?

not wish to start this, as once the conversion
is complete, it cannot be undone. Click ‘Yes’ to

continue.

A pop-up screen will display alerting
the user they must log out and back
into the application to complete the
conversion process.

After logging back into SOSA, the user
will be notified that they must select
an election site. The options screen
will appear. Set any options that are
needed (site and alphabet range are

Convert to OVRD Warning

Once the Convert to OVRD process has started, all one-stop

k.

Convert to OVRD Information 2

I.-"'_" , The Convert to OVRD process has started.
QW Close the application and log into 505A Voting again to complete the
process.

oK

required before OVRD will be functional). Please see the OVRD User Manual for further information.

Notice that once conversion is complete, the SOSA screen title has changed to OVRD. Many of the
application references have changed to OVRD to reflect Election Day use.
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DOCUMENT CHANGES LOG

DATE CHANGES MADE

05/06/2010 Updated OVRD file name (naming convention) and screenshot on page 54.

09/16/2010 Updated screenshots and edited Options section.
Added info about “flag as absentee” to chapter 9.
Added Site Information section to chapter 8.

02/11/2011 Removed all references to label printing.
Updated page 42 with information about passwords now being case sensitive.
Updated page 46 with new screenshots showing the print button for Local and Other Site Information.

05/26/2011 Added references to label printing back to document.

10/10/2011 Minor change made to page 50 regarding incomplete applications search (used to be called pending
applications).

01/06/2012 Added references for SOSA IPR Confirmation form for new registrations on pages 35-36.
Updated chapter 2 and chapter 5 with new messages that may be encountered when performing address
updates.

01/18/2013 Updated screen shots.
Added Disclaimer

10/10/2013 Reformatted to match admin guide template.
Screenshots and text updated.

10/18/2013 Overhaul of entire document: screenshots, formatting, and text data was all updated.
Removed OVRD references and put them in a new OVRD only manual.

10/22/2013 Further modifications to screenshot positioning, fixed formatting to match sosa admin guide formatting.

11/04/2013 Final modifications to spelling/grammar/formatting/screenshots

12/09/2013 Updated documentation and screenshots for changes to SOSA Voting

1/9/2014 Updated doc update date and added new note icon to icon section

03/26/2014 Added screenshot of tools ribbon to chapters 6 and 7. Also added to section 6 information on how to print
reports from SOSA

10/01/2014 Updated printing screenshots in chapter 6.

02/06/2015 Provisional voting information added to appropriate sections. Updates to multiple chapters for changes and
new functionality stemming from the upcoming SOSA release

04/17/2015 Various typo fixes and other updates/removals

07/24/2015 Updated screenshots on multiple pages. Fixed references to Transfer items that moved to the Tools tab.
Added 2D Barcode Scanning section.

12/17/2015 Changed references to CONNECTED, HYBRID and DISCONNECTED to COUNTY and LOCAL. Also
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updated corresponding screenshots.

12/18/2015 pg 9-10: updated screenshot and table to add new button "Print Referral”
pg 18: updated ID Documents List and screenshot
pg 19: added bullets regarding new buttons-Vote Provisional and Print Referral.
pg 24-27: updated provisional screenshots and added sections regarding printing an Acknowledgment of
Voting Options form (#5) and using the Curbside checkbox and the Reasonable Impediment radio button
#8)
pg 29: added screenshots for 2 new DL Expired messages
pg 30-32: updated screenshots. added info to #3 regarding new buttons-Vote Provisional and Print Referral.
Added Note regarding Religious Objection flag (checkbox).
pg 36: updated transfer status screenshot
updated screenshots throughout entire document where necessary

01/13/2016 Multiple updates to screenshots and text based on development suggestions/review. Added section for help
referral form.

02/02/2016 Several edits to various pages and added back the Same Day Registration instructions

04/15/2016 Updated screenshots of ribbon to reflect new icon labels, updated icon label text in document, and added
new section to the reports for the new transaction audit list report

07/21/2016 Updated screenshots throughout as necessary. Added information to NCDL barcode scanning regarding
auto-population of voter data.

08/25/2016 Updated help referral form screenshot

08/30/2016 Removed references to Reasonable Impediment

01/27/2017 Updated pg 7 sosa title bar; updated screenshots pg 51

06/29/2017 Updated screenshots throughout and some minor edits
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