


 

For Technical Problems  

513-785-6699 

 

To Report Missing Poll Workers 

513-785-5711 

 

For Help Locating a Voter’s Street Address 

513-785-6699 

 

For Voter or Election Questions 

513-887-3700 

Or 

513-424-0469 (Middletown Area) 

IMPORTANT PHONE NUMBERS 

The Board of Elections is your 

help button.  Call us with any 

question or concern.. 

 

We’re Here to Help 



WELCOME! 

and thank you for serving as a Precinct Election Official. 
 

We’re delighted to have you working as part of our team for the upcom-

ing election. The Butler County Board of Elections is committed to con-

ducting fair and impartial elections that are well organized and profes-

sionally managed—something that would be impossible without you, one 

of the hundreds of dedicated, community-minded Precinct Election Offi-

cials who staff and operate the polling locations each Election Day. 
 

As a poll worker, it is your job to assist voters and to help ensure that the 

election is conducted lawfully.  
 

In addition, you will: 

 work as part of a team to ensure that the polling location is set up 

properly and that Election Day runs smoothly and successfully; 

 help keep the entrance to the polling location open and unobstructed; 

 ensure that every voter is able to check in and vote freely by pre-

venting any attempts to obstruct, intimidate or interfere with their 

rights; 

 ensure that all forms, ballots and voting machines remain available, 

safe and free from tampering; 

 complete other duties as required by the Ohio Secretary of State and 

Ohio Revised Code Title 35 (Ohio Election Laws). 

 

YOUR FEEDBACK IS NEEDED! 

At your earliest convenience after Election Day, please complete our online 

Precinct Election Official Survey.  The information you provide helps to en-

sure we are continuously improving the election experience for you and our 

voters.  The link to the survey will be available from the day after Election 

Day and for one month following. 

The link to our survey is at: 

http://www.butlercountyelections.org/feedback 

DID YOU KNOW 

Precinct Election Officials 
are always in great de-
mand.  We must hire 
more than 1,200 workers 
for the May primary elec-
tion.  You can help us by 
referring us to friends and 
relatives who may be in-
terested in serving.  Call us 
with your referrals at 513-
785-5711. 



DID YOU KNOW 

Look for the Light Bulb 
and DID YOU KNOW boxes 
throughout the manual for 
some quick tips and best 
practices. 
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PRACTICE MAKES PERFECT 

We encourage you to get some extra hands-on practice with our voting equip-
ment and electronic poll books.  Our Open House days for the May 8th Primary 
Election will be: 

Thursday, April 26th and Friday, April 27th 
from 9:00am—4:00pm 

at the Board of Elections Office, 1802 Princeton Road. 
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DID YOU KNOW 

You probably won’t have 
time to vote on Election 
Day, so we recommend 
you vote early.  Check out 
page 87 in this manual for 
our in-person early voting 
hours. 
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ELECTIONS 101:  Types of Elections 

 

Primary Elections:   
 Held on the first Tuesday after the first Monday in May of each year, 

except in years in which a presidential primary election is held.  
 Determine who will be nominated as candidates for political parties to 

compete for particular offices at the general election.  
 Also elect members of the controlling committees of political parties, 

and delegates and alternates to the conventions of political parties. 
 Some issues may be on the ballot at a primary election.  
 Under Ohio law, voters affiliate with a political party by voting in that 

political party’s primary election. If a voter does not want to affiliate 
with a political party, then the voter may vote for issues only if there 
are issues on the ballot in that voter’s precinct. 

 
General Elections:   

 Held on the first Tuesday after the first Monday in November.  
 Determine who will be elected to represent the people at a given level 

of government.  
 Federal, state, and county candidate elections are held in even-

numbered years 
 City, village, township, and board of education candidate elections are 

held in odd-numbered years.  
 State, county, district, or local issues may be on the ballot at any gen-

eral election. 
 
Special Elections:   
 May be held on the first Tuesday after the first Monday in May, Au-

gust, or November, or on the day authorized by a particular municipal 
or county charter for the holding of an election.  

 Can be held on the same day as a primary or general election. Howev-
er, during a presidential primary year, no special election is held in 
February or May, except as may be authorized by a municipal or coun-
ty charter.  

 Sometimes, the law calls for a special election when there is a vacancy 
in an office. In that event, a primary or general election for the elec-
tion of a candidate to the vacant office may fall on a different date 
than the election date for other candidates. 

DID YOU KNOW 

The May 8th Primary 
Election will include can-
didates running to be 
their party’s nominee for 
the November election, 
including federal, state 
and local offices. There 
also will be local issues 
on the ballot. Visit the 
Board of Elections web-
site at butlercountyelec-
tions.org to view what is 
on the ballot. 

1 
Part One: 

Election 
Overview 



ELECTIONS 101:  The Board of Elections Role 

 

Before you set foot in your polling location...   

The Board of Elections staff have busily prepared for a successful election.   
 
 Candidates and issue committees file paperwork to be on the ballot at 

least ninety days before Election Day.   
 The Board certifies that the candidates/issue committees have met 

the requirements under the law.   
 Then the election preparation kicks into gear:  a ballot is created, our 

voting equipment is tested, supplies are ordered, absentee ballot re-
quests are processed, and early voting begins 29 days before Election 
Day.   

 Voter registration rolls are updated as new voters register and voters 
update their addresses.   

 Polling locations are secured and inspected.   
 Precinct Election Officials are recruited and trained.   
 Equipment and machines are packed, and eventually delivered to all 

polling locations in time for you to set up on Monday.   
 
At that point, you as a Precinct Election Official take over the process.  We 
remain here to help you and answer your questions.   
 
On the next pages, you’ll find checklists for everything you, as a Precinct 
Election Official, need to do to set up your location, open the polls, pro-
cess voters, and close the polls.   
 
After the polls close and you return ballots and supplies to the Board of 
Elections, our work continues: 
 
 We immediately and efficiently receive all the bags and materials you 

meticulously packed.  
 Memory Cards are uploaded, paper ballots are scanned, and results 

are posted to our website.   
 Following Election Night, our staff verifies provisional ballots  and con-

tinues to receive and process absentee ballots timely mailed before 
Election Day.   

 After the 10th day following Election Day, we can begin our official 
count, including valid provisional ballots and remaining absentee bal-
lots.  Again, the work you perform on Election Day helps us ensure 
provisional ballots are valid and every eligible voter’s vote is counted.  

 Finally, the Board certifies the official results before the 21st day after 
Election Day. 
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ELECTIONS 101:  Key Terms 

Precinct 
A district within the county established by the Board of Elections within which all qualified 
electors who reside therein may vote at the same polling location.   By law, a precinct can-
not have more than 1,400 registered voters. 
 
Precinct Election Officials (PEO) 
Qualified electors residing in the county and appointed by the county board of elections to 
conduct the elections in a polling location in that county.  Also referred to as Judges and 
Poll Workers.  By law, the Board of Elections must appoint at least four PEOs per precinct, 
except in a Special Election. 
 
Provisional Ballot 
A ballot given to a voter whose qualification to vote cannot be immediately established at 
the polling location.  The provisional ballot affirmation on the provisional ballot identifica-
tion envelope (Form 12-B) completed by voters is returned to the Board of Elections office 
for review and verification after the polls close.  
 
Location Supervisor 
The PEO designated by the Board of Elections to be responsible for managing the location, 
including supervising the team of Precinct Election Officials at their assigned location, for-
mulating a work plan for Election Day including work assignments and schedules, returning 
supplies for their location, troubleshooting equipment problems, and overseeing their lo-
cation to ensure the election is run properly. 
 

ELECTION EQUIPMENT 

TSX Voting Unit 
Electronic voting unit on which voters mark and cast their 
ballots. They can view their selections on both a summary 
screen on the voting unit and on a Voter Verified Paper 
Audit Trail that prints and is stored in a secure canister you 
will install in the device. The votes are also stored on a 
memory card that you will secure with a seal. 
 
 
Electronic Poll Book 
iPad that is used to look up registered voters, check them in for 
voting, and encode the Voter Access Card they need to vote on 
the TSX Voting Units OR scan and issue a paper ballot to voters 
who wish to vote on paper or must vote a provisional ballot. 
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YOU’RE PART OF A TEAM 

The Board of Elections must appoint 4 precinct election officials per pre-
cinct in all primary elections. There are 282 precincts in Butler County that 
vote at 88 polling locations. At nearly all of our polling locations, more 
than one precinct votes, which means you’re likely going to be part of a 
team of 8 or more precinct election officials. 
 

Team work is critical to making our elections successful.  Each team at 
each polling location will consist of a Location Supervisor, who is the lead 
technical and administrative manager for your location; a Designated 
Judge who helps pick up and return supplies to the Board of Elections; 
and Judges who will assist voters at the check-in tables, provisional review 
table, voting units, or as greeters. 
 

Your responsibilities will be outlined in detail throughout this manual.  
Below is a brief job description for each of the various roles. 
 

THE LOCATION SUPERVISOR 
The precinct election official who is responsible for the overall conduct of 
the election at your polling location and is trained to troubleshoot tech-
nical issues. 
 Calls all PEOs assigned to location to remind them to attend the Mon-

day set up meeting; 
 Arrives early by 5:30pm on Monday to begin setting up the location; 
 Formulates a work plan for Election Day; 
 Trains and supervises all precinct election officials in setting up the 

voting equipment and all voter check-in tables on Monday evening; 
 Ensures all paperwork is completed properly and verifies chain of cus-

tody of all ballots and voting materials; 
 Keeps detailed log of all technical and administrative problems and 

reports issues as needed to the Board of Elections; 
 Troubleshoots any technical and administrative problems; 
 Administers the Oath to all precinct election officials;  
 Officially opens and closes the polls; and 
 With the Designated Judge, returns all ballots and supplies to the 

Board of Elections. 
 

THE DESIGNATED JUDGE 
The precinct election official responsible for picking up supplies on Mon-
day from the Board of Elections and returning ballots and supplies to the 
Board of Elections with the Location Supervisor after polls close. 
 Picks up supplies at the Board of Elections warehouse on Monday 

evening at designated time; 
 Drives the Location Supervisor back to the Board of Elections with bal-

lots and supplies after polls close; 
 Maintains second log-in for electronic poll books and may be required 

to sign chain of custody paperwork with the Location Supervisor. 

El
e

cti
o

n
 O

ve
rv

ie
w

 

4
 



CHECK-IN JUDGE 
The check-in judge works with a partner to process all voters on the elec-
tronic poll book. 
 Properly assists all voters by checking them in on the electronic poll 

book; 
 Properly administers voter identification requirements; 
 Verifies with partner that correct voter is processed; 
 Correctly identifies provisional voters and ensures they vote in the cor-

rect precinct and polling place and properly issues them provisional 
ballots; 

 Records issues and problems in the Judges Comments. 
 

PROVISIONAL REVIEW JUDGE 
The provisional judge works with a partner to assist provisional voters. 
 Using the provisional envelope template, verifies with your partner the 

envelope is completed properly; 
 Initials each provisional envelope certifying you and your partner have 

reviewed the envelope and found it was completed correctly. 
 

VOTER ASSISTANCE JUDGE 
The voter assistance judges work in pairs to assist voters as needed and 
monitor the voting units and paper voting tables. 
 Assist voters needing help voting, including voters with mobility impair-

ments, voters using the Visually Impaired Voting Unit (0 unit), or (with 
a partner of opposite party) any voters who request assistance marking 
a ballot; 

 Monitors voting units to ensure they are operational and assists voters 
reporting problems by determining if a ballot reissue is needed. 

 

SHARED DUTIES OF ALL PEOs 
All Precinct Election Officials share some duties as part of the overall team.   
 Report to your location by 6:30pm on Monday; 
 Set up voting equipment and run printer tests to ensure they are oper-

ational before Tuesday morning; 
 Set up voter check-in tables and ensure you have all needed supplies; 
 Verify your location is accessible for all voters, including by setting up 

supplemental equipment to designate accessible parking spaces and 
removing obstructions into and out of the location and voting area;  

 Review a work plan with your location supervisor to ensure everyone 
on your team knows their role on Tuesday; 

 On Tuesday, run zero reports on voting equipment and secure all 
equipment to ensure there is no tampering; 

 Help close the polls by running end total reports on voting equipment, 
removing memory cards and securing equipment and ballots for return 
to the Board of Elections, and packing all supplies. 
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DID YOU KNOW 

Other judges help to greet 
voters, collect voter ac-
cess cards and hand out “I 
Love Voting” stickers as 
voters leave.  You may be 
asked to float among any 
of these roles. 



THE BASICS OF SERVING AS A POLL WORKER 
 

TRAINING REQUIREMENTS—3-4 HOURS 
All precinct election officials are required to attend training offered 
through the Board of Elections prior to working the May 8, 2018 Primary 
Election.  We will offer in-person training classes beginning April 9 
through April 27. 
 

YOUR WORK SCHEDULE 
Monday 6:30pm*—8:30pm (estimated)  2 Hours 
Election Day 5:30am—8:30pm (estimated)  15 Hours 
* Location Supervisors must report by 5:30pm on Monday. 
 
We know that Election Day is a long day, but keep in mind that if you do 
not work the whole day (except for breaks) and remain to help close the 
polls until your Location Supervisor dismisses you, the Board of Elections 
will not be able to pay you compensation as a poll worker.  You also will 
not receive full pay if you do not attend the set up meeting on Monday 
evening. 
 

BREAKS 
Your Location Supervisor will develop a schedule for lunch and other 
breaks throughout the day.  All precinct election officials may take a one-
hour break for lunch, but it is highly recommended that you bring food for 
lunch and do not plan to leave your location in the event of higher-than-
anticipated turnout. 
 

DO’S AND DON’TS 
Do: 
 Bring enough food and medicine for the day; 
 Treat all voters and fellow poll workers in a professional, courteous 

and respectful manner; 
 Dress professionally, but comfortably; 
 Treat your polling location in a respectful manner; 
 Report any problems to your Location Supervisor or to the Board of 

Elections as needed. 
Don’t: 
 Campaign or wear any campaign paraphernalia; 
 Use your cell phone, iPad, iPod or other device for personal business 

or otherwise become distracted while on duty; 
 Do anything illegal or inappropriate or in any way impede the election 

process; 
 Place food or drinks near electronic equipment; 
 Offer anything for sale. 
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DID YOU KNOW 

A Democrat and Republi-
can Judge must be present 
at the polling location at 
all times.  



ETHICS FOR ALL ELECTION OFFICIALS 
All employees of the Board of Elections of the State of Ohio must familiar-
ize themselves and comply with Ohio ethics laws at all times.  Follow 
these guidelines as a Precinct Election Official. 
 
 Ohio Revised Code prohibits Precinct Election Officials from serving in 

any precinct where the Precinct Election Official is a candidate on the 
Ballot, except for unopposed candidates for a political party County 
Central Committee.  

 Precinct Election Officials may not serve in any precinct in which a 
family member or business associate is a candidate for elected office, 
unless the candidate is unopposed, including no declared write-in can-
didates for the office.  

 Precinct Election Officials shall not wear or distribute shirts, buttons, 
stickers or other campaign paraphernalia for or against any candidate 
or issue at the office of the Secretary of State, at the office of the 
Board of Elections, or at any polling places.  

 Precinct Election Officials shall not engage in any political activity 
while on Board of Elections time.  

 Precinct Election Officials who violate this policy may be reported to 
the Director or Deputy Director of the Board of Elections.  Reports 
may also be made anonymously by mailing or delivering a written 
statement, in a sealed envelope, to the Board of Elections to the 
attention of the Director or Deputy Director.  

 
Copies of the complete Ohio Ethics law, Chapter 102, of the Ohio Revised 
Code are available at the Board of Elections office for Precinct Election 
Officials who wish to review it.  
 
When you take your Oath of Office on Monday evening, you will sign an 
acknowledgement that you have read these ethics requirements and will 
abide by them. 
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PREPARING FOR ELECTION DAY 

BEFORE ELECTION DAY 

 Visit your polling location to ensure you know how to get there and 
where the entrance is. 

MONDAY CHECKLIST  
 

continued next page 

 
Supply Pick Up:  At assigned time (5:15 or 5:45pm), Designated 
Judge (DJ) picks up supplies at Board of Elections Warehouse.   

 

Organization Meeting Time:  At 6:30pm, all Precinct Election 
Officials (PEOs) report to polling location.  Location Supervisor 
(LS) checks all workers in.   

Everyone must show identification. 

 

Open Blue Bag: Locate the White Binder in the front pocket of 
Blue Bag. LS verifies seal on the BLUE bag matches the Paper 
Ballot Verification Form in the presence of judge of opposite 
party. You may break the seal and open the bag. 

 
Check Supplies: Use the supplies checklist beginning on page 10 
to ensure you have all supplies from the BLUE and Small and 
Large RED bags.   

 

Verify Paper Ballots: LS completes the Paper Ballot (Optical 
Scan) Verification Form verifying you have all paper ballots.   

Form located in the Monday tab in the White Binder (see page 
80 for sample).  

 
Set Up Voting Units: LS demonstrates proper way to set up 
voting units and assigns PEOs to set up the voting units accord-
ing to location diagram. 

 

Perform Printer Tests on Voting Units: Use steps on page 23 (or 
laminated instruction guide in small red bag) to perform print-
er tests on all voting units, seal memory card doors and com-
plete Voting Unit Activity Log Form for each voting unit. 

Note:  Do Not Seal the Canister until Tuesday Morning. 

 
Set Up E-Poll Books: Follow the instructions on page 25 to set 
up electronic poll books at the check –in tables.   

 
All PEOs Sign In on E-Poll Books: Follow the steps on page 27 to 
turn on the e-poll books. Using one of the e-poll books, LS di-
rects all PEOs to sign in, including signing the Oath statement. 

DID YOU KNOW 

Supplies have a way of 
moving around.  If you 
don’t locate a supply 
where you think it should 
be, try checking the other 
bags or around the tables 
before calling the Board of 
Elections. 
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Part Two: 

Preparing for 
Election Day -  

Monday 



MONDAY CHECKLIST (CONTINUED) 
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Update Absentee on E-Poll Book: LS should follow the steps on 
page 29 to update absentee status for voters who voted in the fi-
nal days of early voting by scanning the Supplemental Absentee 
List. 

 

Set Up All Other Supplies: Set up remaining supplies on Check-In 
Tables, Ballot Table, Provisional Review Table, and Return Voter 
Access Card Table according to diagrams on pages 30-32.  

EXCEPTION:  Paper Ballots return to BLUE Bag Monday evening. 

 

Post Signs: Hang all signs provided in the Posting Materials Enve-
lope located in your large RED Bag.  Use the blue painters tape 
found in the large RED Bag.  Be careful where you place signs so 
that walls, especially those with wallpaper, are not damaged. 

Check your BLUE Bag for any additional signs with instructions to 
be posted inside the polling location to make the location accessi-
ble to all voters. 

 

Hang Withdrawal Candidate List: If you have a list of candidates 
who withdrew after the deadline, hang a copy of the list inside 
each voting unit and post on the tables where voters will mark pa-
per ballots. 

 
Review Election Day Work Plan: LS reviews the work plan and 
schedule for Tuesday with all PEOs.   (See sample work plan in the 
supplemental appendix for Location Supervisors.) 

 

Prepare Bags and Seal Bags for Overnight: Pack Paper Ballots in 
the BLUE Bag  and remove the Sealed Canister Bag containing the 
Voting Unit Memory Card Bag.  Lock the BLUE Bag and record the 
new lock number on the Paper Ballots Verification Form and place 
the form under the Tuesday tab in the White Binder.  

 
Pack Remaining Supplies: Return the White Binder to the front 
pocket of the BLUE Bag. Place the YELLOW and RED Bags into an 
empty voting unit storage cart. 

 
LS and DJ Instructions: LS takes home the sealed canister bag con-
taining the Voting Unit Memory Cards.   

DJ takes home the locked BLUE Bag containing paper ballots. 

 
PEOs Sign Out on E-Poll Book before leaving polling location. Fol-
low the same steps on page 27 to sign out of the poll book. Leave 
the poll books turned on. 

 
Report Location Set Up: Call the Board of Elections at (513) 785-
6699 to report your location is set up before you leave.   

Get a good night’s sleep! 

DID YOU KNOW 

Locks and Seals are locat-
ed in the RED supply bag.  
Place any used seals or 
locks in this bag as well. 

DID YOU KNOW 

The White Binder found in 
the front pocket of the 
BLUE Bag contains all the 
forms you need to com-
plete.  They are even di-
vided between Monday 
paperwork and Tuesday 
paperwork to help you 
stay organized. 



ELECTION SUPPLY BAGS CHECKLISTS 
 

IN THE BLUE BAG 

 Paper ballots, bound together and identified by precinct and party for all 
precincts at location 

 Sample Ballots 

 Write-In Candidate List (If available) 

 Candidate Withdrawal List (If available) 

 Official Voter Registration List—for all precincts at location 

 Back-Up Signature Poll Book (second copy of Official Voter Registration List 
to be used if problems with the electronic poll book) 

 Supplemental Absentee Voter List of voters who voted in last 3 days of early 
voting 

 Green Designated Judge Folder containing second E-Poll book Log In 

 
 

CANISTER BAG (PLACED INSIDE BLUE BAG) 
 Sealed Clear Memory Card Bag with Voting Unit Memory Cards 

 Voter Access Cards—one pack of five cards per e-poll book at location 

 Supervisor Cards and PIN number in envelope for all precincts at location 

 Extra Canister Bag (where needed) 

 

 

WHITE BINDER (PLACED INSIDE THE BLUE BAG) 

FRONT COVER 

 PEO Name Tags 

 

MONDAY TAB 

 Last minute instructions (if applicable) 

 Paper Ballots Verification Form 

 

TUESDAY TAB 

 Voting Unit Memory Card Bag Security Verification Form 

 Technical Problem Log 

 Judges Comments/Suggestions 

 TSX Ballots Voted Tally Log 
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Paperwork 



ELECTION SUPPLY BAGS CHECKLISTS (CONTINUED) 
 

YELLOW BAG(s) 

 Will be delivered empty and unsealed.  May have more than one. 

 

SMALL RED SET-UP SUPPLY BAG 

 PEO manuals 

 SOS PEO Quick Reference Guides 

 Clear Printer Test Card bag 

 AccuVote TSX Quick Reference Guides 

 Printer Test Instructions (laminated) 

 End Total Report Instructions (laminated) 

 Blue painter’s tape 

 TSX Voting Unit keys (on red or black wristbands) 

 Security seals and locks 

 Screwdriver 

 Note pads, rubber bands, black ink pens, Scotch tape, and styluses  

 

IN THE LARGE RED ELECTION SUPPLIES BAG(s) 

Ballot Table Supplies: 

 Regular Paper Ballot Envelopes 

 Provisional Envelopes 

 Curbside Voter Envelopes 

 17-year-old Envelopes 

 Soiled/Defaced Ballot Envelope 

 Large Ballot Magnifier 

 Clipboard 

 
Check-In Table Supplies: 

 Voter Registration Forms—25 per location 

 Laminated Voter Processing Chart for all check-in stations 

 Laminated Precinct Maps 

 

Provisional Review and Return Voter Access Card Table Supplies: 

 Laminated Provisional Envelope Template  

 Laminated Sample Provisional Envelope  

 2 Provisional Review Table Signs 

 “I Love Voting” stickers 

 Manila Envelope containing Help Wanted—PEO Recruitment Posters and 
Sign Up forms 
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Large Red Election 
Supplies Bag 

Small Red Set-Up 
Supply Bag 



ELECTION SUPPLY BAGS CHECKLISTS (CONTINUED) 
 

IN THE LARGE RED ELECTION SUPPLY BAG(s) Continued 
 

Other Supplies: 

 100-ft Measuring tape 

 Extra TSX printer paper rolls (may be in bag) 

 Extra TSX canisters 

 Power strip(s) 

 Extension cord(s) 

 

POSTING MATERIALS PLASTIC SLEEVE (PLACED INSIDE LARGE RED BAG) 

 Voting Rights information poster 

 Form 10-V poster notice:  Ohio law prohibits any person from voting or 
attempting to vote more than once at the same election 

 Special voting instructions poster 

 No cell phone zone notice 

 Notice regarding campaign paraphernalia 

 5—”Vote Here” Signs—Laminated 

 

BLUE ELECTION FORMS FOLDER (PLACED INSIDE LARGE RED SUPPLY 
BAG) 
 Form 450—Incident Report 

 Emergency Safety and Planning Guide 

 Ethics Policy 

 Form 10-U—Affidavit—Oath—Examination of Person Challenged 

 Death notices 

 Directive 2008-80—Voter Identification Requirements 

 Directive 2015-28—Provisional Voting 

 Form 10-X—Statements of Persons Challenged as to Party Affiliation 
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Red Election Supplies 
Bag 

Election Forms 



SETTING UP YOUR LOCATION 

 

BASICS OF A PERFECT POLLING LOCATION 
Set up your location to ensure that: 

 Poll workers (and voters) can observe who is coming and going and what is happening 
inside the location. 

 All voters, including voters with disabilities, can easily get into and out of the location 
and have access to any voting device. 

 Voters can easily move to the check-in table and voting area and then to the exit. 

 Voters can vote with privacy and without fear that anyone can observe how they are 
voting. 

 All food and drinks are separate from the check-in area and voting area. 
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SAMPLE POLLING LOCATION 

Paper/Provisional 

Voting Table 

0 unit closest to door 

Voter Access 
Cards returned 
& PEO Recruit-
ment Station 

Ballots & Envelopes 

Provisional 

Review Table 
Voter 

Check In 



STEP ONE:  ENSURE LOCATION IS ACCESSIBLE 
FOR ALL VOTERS 

State and Federal law requires that voters with disabilities have ac-
cess to polling locations.  Location Supervisors and all Precinct Elect-
ed Officials should visually inspect the polling location and remove 
potential barriers so that people with disabilities (including those us-
ing a wheelchair, scooter, walker, crutches, cane, service animal, 
etc.) can easily enter and move around the polling location. 
 

Outside the Polling Location 
Travel the route from the accessible parking spaces, through the ac-
cessible entrance and all the way inside the polling location to make 
sure there are no barriers for people with disabilities. 
 
Specifically, check for the following issues: 

 Vertical parking signs are posted, and at least one “van” sign is 
posted. 

 Accessible parking spaces have access aisles (striped area or 
cones). 

 Accessible parking space is closest to the accessible entrance. 

 No Precinct Election Official has parked in the accessible parking 
spaces designated for voters. 

 Directional signs are posted guiding voters to the nearest accessi-
ble entrance. 

 Door handles can be used with a closed fist. 

 If an alternate/separate entrance is being used specifically for 
people with disabilities, ensure that it is unlocked. 

 
If you find any of these situations are lacking, you should notify the 
Board of Elections and be on alert that persons with disabilities may 
need additional assistance in accessing the polling location. 
 

Inside the Polling Location 
Once you have checked the route from the parking lot into the poll-
ing location, make sure the route to the voting area is also accessible.  
Voters with disabilities should be able to easily move from the en-
trance to the voting area, throughout the voting process, and to all 
the voting stations.  Make sure there is a 36-inch wide path through 
the voting area, accessible tables, accessible voting machines, and 
adequate privacy provided. 

Be sure to inspect the floors to ensure all tripping hazards are re-
moved.  All cords should be taped or covered or removed from walk-
ways and aisles. 
 
Prop open doors that are heavy or not operable with a closed fist. 
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DID YOU KNOW 

Use the checklist on the 
following page to guide 
you as you inspect your 
location for accessibility.  
Your LS will also have a 
diagram designating 
where additional equip-
ment must be set up to 
make your location acces-
sible. 
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THESE ITEMS MUST BE IN PLACE IF NOT, CORRECT THE SITUATION 

Accessible parking spaces with vertical parking 
accessibility signs.   
 
Should include fine rates for up to $500 
Van signs should designate van parking spaces 
with access aisles. 

There should be signs to post if needed with your 
ADA equipment.  If not, please call the Board of Elec-
tions at (513) 887-3700. 

Access aisles marked for Van Accessible Parking 
Spaces. 

Use parking cones to designate access aisles. 
 
 
 

Directional signs to guide voters to the nearest 
accessible entrance. 

Yard signs should be included in your ADA equip-
ment.  Make sure arrows point in correct direction. 

Curb cuts, level transitions or temporary ramps 
that allow voters to get from the parking lot to 
the sidewalk 

Call the Board of Elections if you find any of these 
deficient. 

Walkways and doorways to the polling place 
that are at least 36” wide. 

Find a new route to the polling place if possible, or 
remove obstructions.  Post signs directing voters 
around the area as needed and contact the Board of 
Elections. 

Door handles that can be opened with a closed 
fist. 

Prop doors open. 

No locked doors at alternate entrances. Unlock doors.  Prop open if necessary. 

Seats available for elderly, ill, pregnant or disa-
bled voters. 

Place extra chairs in the voting area and near where 
voters will line up. 

No tripping hazards like loose cords or mats. Secure loose mats and cords using blue painters 
tape.  Call the Board of Elections with any difficul-
ties. 

No objects attached to the wall that protrude 
more than 4 inches if located between 27” & 
80” off the floor. 

Place chairs, trash cans or cones beneath protruding 
objects to make them detectible. 



REMINDERS WHEN ASSISTING VOTERS WITH 
DISABILITIES 
Here are some guidelines for poll workers when interacting or 
communicating with all voters who have disabilities. 
 
 Be courteous and respectful. 

 Use common sense—it will provide the answers to most questions. 

 Do not underestimate persons with disabilities—disability does not 
equal inability. 

 Allow a little extra time to get things done. It is considerate to give un-
hurried attention to the elderly, those with disabilities, and those who 
have difficulty speaking or hearing. 

 Always speak directly to the voter and not to their companion, aide or 
interpreter. 

 ASK before you help. The person may not want or need assistance. 
Don’t insist; respect the voter’s wishes. 

 Offer assistance discreetly; your courtesy will be appreciated. 

 Once assistance is offered, wait until the offer is accepted.  Then listen 
and wait for instructions. 

 Treat adults like adults. Never patronize people in wheelchairs by 
patting them on the shoulder or head. 

 Never distract a service animal; they are working. 

 If your voting location is in a building with several routes through it, 
be sure that there are sufficient signs to direct people to the most ac-
cessible way around the facility. 

 Relax. Common expressions like “see you later” or “walk over here” 
are unlikely to make a person with a disability uncomfortable; don’t 
be embarrassed if you use one. 
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STEP TWO:  SET UP VOTING UNITS 
 

KEY REMINDERS 
 Voting units are packed in numerical order, beginning with 0. 
 The 0 unit must be placed closest to the accessible entrance.  It contains the key-

pad and headset for visually impaired voters.   
 Set up units at least 24 inches apart. 
 Angle the units to ensure voter privacy. 
 Follow the diagram in your LS folder.  Call the Board of Elections at (513) 785-6699 

with any difficulty. 
 Do not daisy chain more than 6 units together. (Daisy Chain refers to plugging 

power cord from one unit into another unit.) 
 Make sure power cords are taped down and do not pose a tripping hazard. 
 

TSX VOTING UNIT OVERVIEW 

Telescoping Legs 

Crossbar 

Privacy Doors 

Printer Housing 

Memory Card Door 
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VOTING UNIT SET UP:  STEP-BY-STEP INSTRUCTIONS 
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0 1 2 

24” 24” 

Place the units in order starting with “0” unit according to diagram located in Location Super-
visor Folder.  Arrange units at least 24 inches apart and turn on an angle to ensure privacy 
Make sure one of the units is near a power outlet. 

1.  With a partner, 
carefully remove the 
voting unit from the 
storage cart.  Lay on 
table or floor with 
blue panels facing 
down. Lift crossbar up. 

2.  Remove the power 
cord (and keypad and 
headset if 0 unit) from 
the back. 

3.  Continue pulling 
the crossbar all the 
way up. 

4.  Check to make sure 
you see four safety 
pins snap into place. 

7.  Carefully stand the 
unit up.  To adjust the 
angle, lift up on the 
handle while pressing 
the safety pin on the 
support bar. 

5.  Grip the outside 
legs and pull up until 
the safety pin on each 
leg locks into place. 

6.  Pull the outside legs 
away from the base 
making sure the 
bracket is fully 
extended and locked. 

Set up continued next page. 
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VOTING UNIT SET UP:  STEP BY STEP (CONTINUED) 

 
 

 

 

 

 

 

 

 

 
8.  Daisy chain the 
units together by 
taking the power cord 
from the first unit and 
plugging it into an 
outlet.  

9.  Take the male end 
of the next unit cord 
and plug into the 
empty spot in the first 
unit. 

10.  Continue plugging 
in all the units.  Do not 
daisy chain more than 
6 units together.  
When 6 are daisy 
chained, plug the next 
unit into a wall outlet 
or power strip.  Tape 
down any cords that 
may pose a tripping 
hazard. 

VOTING UNIT SET UP:  SETTING UP THE “0” UNIT 
 
The 0 unit is the Visually Impaired Ballot Station (VIBS), containing the keypad and head-
phones for voters with visual impairment so they may listen to and mark their ballot.  The 
following instructions review how to install the keypad and headset on your 0 unit. 

 

 

 

 

 

11.  On the 0 unit, 
press the black notch 
while pulling the tablet 
forward. 

12.  Pull the tablet out 
of the cradle and plug 
the keypad into the 
port on the back. 

13.  Feed the cord 
through the mounting 
slot above the printer 
access door. 

14.  Set the keypad 
aside until the printer 
is installed.  It will lay 
on top of the printer 
housing door. 

Set up continued next page. 



VOTING UNIT SET UP:  SETTING UP THE “0” UNIT (CONTINUED) 
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15.  Return tablet to 
cradle.  Plug the 
headphones into the 
jack on the bottom 
right front of the 
tablet. 

Congratulations!  You have now finished setting up 
the voting units.  It is now time to install the 
printers. 

PRINTER INSTALLATION GUIDE 
 

 
 
 
 

PRINTER HOUSING 
OVERVIEW 

 
 
 
 
 
 
 

 

 

Printer Housing 

Canister Wheel 

Paper Spool 

Canister 

1.  Voting unit should be 
turned off.  Use the key to 
open printer access door.  
The key may be found in 
small Red Set-Up bag (on red 
or black wristbands).   

2.  Swing printer access 
door down.  

3.  Align the printer housing 
under the printer door.  
Raise the housing up and 
pivot it forward to lay over 
printer. 
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PRINTER INSTALLATION GUIDE (CONTINUED) 

 

5.  Swing the printer housing 
cover up. 

6.  Press firmly on latch at top 
edge of housing until you hear 
the click.  

7.  Raise the metal signature 
plate. 

8.  Press the Blue Locking Bracket 
forward to secure the printer 
housing.  Ensure the motor cover 
moves up and down freely.  
Confirm the housing is still seated 
securely under the front lip of the 
printer door with no gap. 

9.  Load a paper roll onto the 
spool with the flange on the left 
and the paper feeding from 
under the roll.  Lay the paper 
spool into the housing. 

10.  Release the smoky brown 
cover by pressing on the grey 
lever. 

11.  Thread paper through slot in 
smoky brown cover and under 
the cover.  Feed at least 24 
inches through. 

12.  Press the smoky brown cover 
closed until you hear it snap. 

4.  Confirm the printer housing 
is seated under the front lip of 
the printer door with no gap.  
Unlock the printer housing. 



PRINTER INSTALLATION GUIDE (CONTINUED) 
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TROUBLESHOOTING PRINTER PROBLEMS 

 It may be necessary to reinstall the printer and/or paper. 

 Check that your Printer Housing is properly installed by lifting up on the bottom front lip. 

 Check that the feed paper tab is down (listen for the “click” when installing.) 

 Check that the smoky brown cover is snapped shut. 

13.  Lower the metal signature 
plate.  Place empty canister 
with lid open into housing. 

14.  Holding canister wheel 
with gears on the left, feed the 
paper through slit. 

15.  Roll canister wheel away 
from you to wind up excess 
paper. 

16.  Place canister wheel into 
the canister. 

17.  Close the canister lid and 
pinch the edge as shown to 
snap shut.  Do not seal the 
canister until Tuesday morning. 



STEP THREE:  PERFORMING A PRINTER TEST 
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2.  Check that the red 
seal over the memory 
card door is intact.  If it is 
not, call the Board of 
Elections immediately. 

3.  Remove the red seal and 
place it on the back of the 
Voting Unit Activity log. 

1.  Verify that the TSX 
indicator light is on, 
showing that the TSX is 
plugged in.  If not, check 
that the surge suppres-
sor is plugged in and 
turned on, and that the 
units are daisy-chained 
properly. 

4.  Unlock the memory card 
door on the upper left side.  
The key is located on the 
red (or black) wrist-band 
found in the Red Supply 
Bag. 

5.  Turn on the TSX unit. The 
power button is located 
above the memory card slot. 

6.  Insert the “Printer Test” 
card into the memory card 
slot. The Printer Test Cards 
are located in a clear printer 
test bag in your Red Supply 
bag.  The card is clearly la-
beled “Printer Test” card.   

7.  Wait until the “Install 
Printer Hardware” screen 
appears.  Press Test Printer. 

8.  Wait until a test pattern 
prints out.  Verify that the 
print is legible and that the 
paper feeds smoothly. 

9.  The “Printer Test Passed” 
screen should appear.  Press 
OK.  (If test fails, see page 22 
for troubleshooting tips.) 

10.  The “Install Printer 
Hardware” screen reap-
pears.  Press OK and wait 
while report prints. 
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STEP THREE:  PERFORMING A PRINTER TEST 

11.  The message “Need an-
other Copy?” appears.  Press 
No. 

12.  The Close Printer Hous-
ing screen appears.  Press 
OK.  The paper should roll up 
into the canister. 

13.  The Insert Card to Begin 
Voting screen appears.  Veri-
fy the lower right corner 
reads AC and is green.  If 
not, call the Board of Elec-

14.  Pop out the Printer Test 
Card and wait for the paper 
to roll up into the canister.  
Turn off the TSX unit. 

15.  Lock the memory 
card door.   

16.  Place a new seal over the 
door and record the seal number 
on the Voting Unit Activity Log.  
Tape the form to the back of the 
TSX unit where it will remain until 
polls close.  Close and lock the 
printer housing cover.  Move onto 
the next TSX unit until all units 
have been tested. 



STEP FOUR:  SET UP THE ELECTRONIC POLL BOOK 
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Unpacking the Case 

 Open the case by unlatching the locks 
 Set the Touchpads onto the table  
 Set the printers on the table 
 Check that the printer and touchpad 

names match  
 Remove all additional items: MiFi, cords, 

cleaning cloths and stylus 

If anything is missing or isn’t in working or-

der, be sure to contact the Board of Elec-

tions at (513) 785-6699. 



STEP FOUR:  MANDATORY E-POLL BOOK SET UP SEQUENCE  
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Step 3: Set up and turn on the 

Touchpads—DON’T PLUG IN YET 

 Open the Touchpads by flipping the 
case open and set the Touchpads 
onto the table. 

 Press and hold the power button on 
the upper left hand side of the device 
until the Apple symbol appears on 
the screen. 

 Assemble the charging cord for the 
Touchpad by plugging the Green end 
of the black cord into the Green USB 
port on the white charger. Plug the 
charger into the power strip. 

 Important: Do not plug the Orange 
end into Touchpad in until after the 
PEOs have all signed in and you 
have completed the Absentee Up-
date (Steps 5 and 6). 

Step 1: Turn on the MiFi 

 Plug in the MiFi 

 Hold down the power button until 
you see the MiFi screen illuminate. 

 Verify that the MiFi shows at least 
two bars of connectivity and that all 
devices connect. 

Step 2: Turn on the printers 

 Remove the printers from the case. 
Assemble the power cord and 
charger. 

 Plug in each printer. You’ll find ex-
tension cords and power strips in the 
Red Election Supplies bag. 

 Press the power button on top of the 
printers. 

 You will see one steady blue light on 
the front of the printer when it is 
turned on. 



STEP FIVE: ALL PEOs SIGN INTO E-POLL BOOK 
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From the Start screen, touch the Blue Menu 
button in the upper right. Select POLL WORK-
ER PAYROLL. 

When the device turns on, use your index 
finger to touch the iPad home button to un-
lock. 

 

Touch the EPB icon to launch the E-Poll Book 
appliction. 

Each Precinct Election Official assigned to the 
location should be listed. Each PEO should 
locate his/her name and touch SIGN IN. Use 
only one E-Poll Book to sign in all PEOs. You 
will need to use the same E-Poll Book to sign 
out PEOs when you leave Monday. 

Each PEO should verify your name, address, 
and phone number are correct. Touch the 
Red NO, NEEDS CHANGES button if any edits 
are needed. Otherwise, touch the Green YES, 
CONTINUE button to continue to the Oath 
screen. 
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Read the oath and sign in the space 
marked using a stylus. Then touch the 
Green I ACCEPT button. 

Repeat the process for all PEOs. If you 
have a replacement worker who does not 
appear on the list assigned to your loca-
tion, touch the ADD WORKER button. 

A list of substitute workers will display. 
Touch your name to highlight and then 
touch Continue. If it does not appear, 
touch the I AM NOT ON THE LIST button. 
Your LS must call the BOE to verify you 
should be working at this location. 

Select your assignment. 



 

 

 

STEP SIX: UPDATE ABSENTEE DATA 
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Verify your information is correct, or if need-
ed, add your name, address, phone number 
and party. Touch CONTINUE to sign the Oath 
Statement. 
 
Once all PEOs have completed the check in 
and signed the oath statement, touch the 
HOME button to return to the Start screen.   

The LS should now update absentee data 
using the supplemental list in the Blue Bag. 
Select UPDATE ABSENTEE from the Blue 
Menu on the Start screen. Note: it is only 
necessary to do this on one e-poll book in 
your location. 

Touch the SCAN button and hold the bar 
code located in the bottom left of each page 
of the Absentee Supplemental List under the 
camera on the e-poll book. Once the page is 
scanned, the voters who were updated will 
appear on the screen. Verify the total voters 
updated matches the total on the page.  

Place a check mark in the box in the lower 
right of the supplemental list. Repeat for 
each page until all pages in the supplemental 
list have been scanned. 
 

When finished scanning, touch the Home 
button to return to the Start screen.  
 
Plug the Orange end of the charging cord 
into the corresponding orange port on the 
bottom of the card encoder on the right side 
of the Touchpad.  



STEP SEVEN:  SET UP ALL OTHER SUPPLIES 

 

CHECK-IN TABLE SET UP 

 
 

 

 

 

CHECK-IN TABLE INVENTORY: 
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 PEO Manual and SOS Quick Refer-
ence Guide 

 Laminated Voter Processing Chart 
 Voter Registration Forms 
 I Love Voting Stickers (may also 

place at return Voter Access Card 
table) 

 

 Electronic Poll Book 
 Electronic Poll Book Printer 
 Voter Access Cards (five per poll-

book) 
 Write-in Candidate List (face 

down) - if available 
 Notepad 
 Black pens 
 

Write In  
Candidate 

List  
(KEEP FACE 

DOWN) 
 

If available 



BALLOT TABLE SET UP 

 

 

 

BALLOT TABLE INVENTORY: 
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 Grey Soiled and Defaced En-
velope 

 Blue Election Forms Binder 
 White Binder 
 Large Ballot Magnifier 
 Clipboard (for use by voters 

voting curbside) 

 Provisional Envelopes (Generic—
Precinct Information Not Completed) 

 White Regular Paper Ballot Enve-
lopes—for voters requesting to vote 
on paper 

 Curbside Voter Envelopes 
 17-year-old Envelopes 
 Paper ballots by party for all precincts 

at location—pack them in Blue Bag 
Monday evening to go home with DJ. 

 

Election Forms 
Paperwork 

REMEMBER: Paper Ballots are 
packed Monday evening in the 
Blue Bag to go home with DJ. 



PROVISIONAL REVIEW TABLE SET UP 

 
 

 

 

 

PROVISIONAL REVIEW TABLE INVENTORY: 

 

 

 
 
 
 
 
 
 
 
 

AT THE RETURN VOTER ACCESS CARD TABLE: 
 

 I Love Voting Stickers 
 Help Wanted PEO Recruitment Sign Up and posters 
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 Black pens 
 I Love Voting Stickers 
 Yellow Bag(s) 

 PEO Manual and SOS Quick Reference 
Guide 

 Laminated Provisional Envelope Tem-
plate 

 Laminated Sample Provisional Enve-
lope 

 Form 12-H Provisional Ballot Notice 



TUESDAY MORNING CHECKLIST 

 

At 5:30am, all PEOs report to polling location. 

If LS or DJ does not arrive by 5:45, call the Board of Elections imme-
diately at 513-785-5711. 

If a PEO does not arrive by 7:00am, call the Board of Elections after 
7:00am at 513-785-5711. 

 
All PEOs sign in on E-Poll Book following steps on page 27. Use only 
one E-Poll Book to sign in PEOs. 

 
LS and DJ or judge of opposite party remove the RED and YELLOW 
bags from the voting storage cart. 

 

LS removes White Binder from the BLUE Bag front pocket and re-
trieves the Paper Ballot (Optical Scan) Verification Form.   

LS and judge of opposite party verify the lock on the BLUE Bag 
matches the lock number on the form. 

 PEOs check supplies, e-poll books and voting units for tampering.   

 

LS and judge of opposite party break the seal on the Canister Bag 
and the Memory Card Bag.  Complete the Memory Card Security 
Verification form located in the White Binder (Tuesday tab).  Used 
seals go in the RED Bag. 

 

LS assigns judges of opposite party to load the Memory Cards into 
the Voting Units and run zero total reports using the steps on page 
34.  Memory cards are numbered 0, 1, 2, etc. like voting units.   Rec-
ord the seal numbers for the Memory Card Door and Canister on the 
Voting Unit Activity Log form for each unit. 

 

Place a security lock on the YELLOW Bag and place the bag near the 
provisional review table and in sight of a PEO at all times.  You do 
not need to record the seal number. 

The YELLOW bag is for deposit of voted ballots, voter registration 
forms, provisional envelopes, curbside envelopes and any other 
completed voter form. 

 

By 6:00am, all PEOs working the first shift at the check-in tables 
must log into the e-poll books and print zero reports. Zero reports 
should be placed into the front pocket of the White Binder. Follow 
the instructions on page 36. 

LS confirms all poll books are connected. 

 
Place flags 100 feet from entrance to the location marking the cam-
paign-free zone.  Use the 100’ tape measure in your large RED bag. 

 
Check to ensure accessible parking spaces are marked and that no 
PEOs have parked in those spaces. 

 
Polls open at 6:30am.  Post the official voter registration list, supple-
mental absentee voter list, and sample ballots found in the BLUE bag 
in a conspicuous place near the location entrance. 

DID YOU KNOW 

The most critical task 
Tuesday Morning is to ver-
ify zero ballots issued on 
the e-poll books and zero 
ballots cast on the voting 
units.  Take your time and 
follow the step-by-step 
instructions to ensure the 
election is secure. 

3 
Part Three: 

Tuesday 
Morning 
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INSTRUCTIONS FOR PRINTING ZERO REPORT 
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DID YOU KNOW 

The Zero Total Re-
port confirms the 
ballot count on the 
voting unit is zero!  

9.  Place red seal over 
canister door as shown 
and record seal number 
on the Voting Unit Activ-
ity Log. 

1.  Work in bipartisan 
team of two.  Check that 
the red seal over the 
memory card door is 
intact.  If it is not, call the 
Board of Elections imme-
diately. 

2.  Remove the red seal and 
place it on the back of the 
Voting Unit Activity log. 

3.  Unlock the memory card 
door on the upper left side.  
The key is located on the 
red (or black) wrist-band 
found in the small Red Set-
up Bag. 

4.  Turn on the TSX unit. The 
power button is located 
above the memory card slot.  
Insert the memory card. 

5.  The “Install Printer Hard-
ware” screen appears.  Press 
Test Printer.  Press OK when 
Printer Test Passed appears. 

6.  The Install Printer Hard-
ware screen reappears.  
Press Start Take Up.  (If pa-
per does not stop rolling, 
touch Stop Take Up.) Press 
OK.  Zero report will print.  
Press Yes if Print Write In 
Candidates appears. 

7.  Press No when Need An-
other Copy appears.  Affirm 
report contains zeroes for all 
candidates and issues.  Press 
Start Take Up.  Report will 
roll into canister. 

8.  Touch Stop Take Up when 
signature line over metal 
plate.  Two poll workers sign 
zero report.   



INSTRUCTIONS FOR PRINTING ZERO REPORT (continued) 
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10.  The Close Printer Hous-
ing screen appears.  Press 
OK. 

11.  The Insert Card to Begin 
Voting screen appears.  
Close and lock the printer 
housing door. 

12.  Lock the memory 
card door.   

13.  Place a new seal over the 
door and record the seal number 
on the Voting Unit Activity Log.  
The voting unit is now ready for 
voters.  Move onto the next TSX 
unit until all units are ready. 
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LOGGING INTO THE E-POLL BOOK 

 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check that all Connections show 
GREEN and you are on AC power. 

Touch the START Button. 

Enter your full first and last name 
and touch CONTINUE. 

Touch YES to question “Is this ePoll-
book being used at the VAT table?” 

Two poll workers of opposite party 
enter the LS and DJ passwords. LS 
password is found in the Red LS fold-
er. DJ password found in Green DJ 
folder. Touch UNLOCK DEVICE when 
finished entering passwords. 
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The e-poll book will search for a printer. 
Once it is located, touch CONTINUE 

A Zero report will print. Place the Zero re-
port into the front sleeve inside the White 
Binder. If the Zero report displays any bal-
lots have been issued, immediately call the 
Board of Elections at (513) 785-6699. 
 
Touch CONTINUE to proceed to the 
Launchpad. 

This is your Home Screen on the e-poll 
book. After every check in, you should ar-
rive back at this screen to process the next 
voter. The next page outlines the different 
information and data displayed on this 
screen. 



Navigating the Launchpad 
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 The blue menu button on the Launchpad shows 
additional functionality. This functionality in-
cludes: 
 
 Precinct Lookup—Searching for a voter’s pre-

cinct by address 
 11 & 4 List—Printing the hanging lists at 

11am and 4pm 
 Soil/Void Ballot—Spoiling and reissuing a vot-

er’s ballot 
 Incident Report—Report a problem or inci-

dent to the Board of Elections 
 Check-In Logs—Use to print 11 & 4 Provision-

al Voter list 
 Help Guide—View PDFs and training videos 
 Phone Numbers—View important Election 

Day Phone Numbers 
 Update Absentee—Scan absentee barcodes 

to update the latest absentee statuses 
 Logout—Go back to the My Session Screen, 

logout,  and/or close the election 
 Voter Not Found—Used to enter voters who 

do not appear anywhere in the county in a 
manual voter search 
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Troubleshooting 
Menu 

 

Blue Admin Menu 

 

Asset ID / Device ID 

 Heartbeat / Sideways 
Status / Network Sta-
tus 

 

Printer Status 

 
Voting Location / 
Person Logged In 

 Number of Voters 
and Check-ins 

 
Battery 8 
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4 
Part Four: 
Polls Open 

TYPES OF VOTERS 

REGULAR VOTERS 
Any voter who meets all of the following requirements: 
 

 Name and address current in e-poll book  
 UNLESS: 
 Voter has legal proof of name change; or 
 Voter moved within same precinct 

 Is at correct polling location 
 Has no Red Code in electronic poll book 
 Has proper identification (see below) 
 
Voter Identification can be any one of the following items, as long as it 
contains the voter’s current name and address.  NOTE:  A license or 
state ID can’t be expired; other items cannot be older than one year: 
 

 Ohio Driver’s License (may have old address) 
 Ohio State ID Card (may have old address) 
 Military ID (may not have address) 
 Bank Statement (on smart phone OK) 
 Utility Bill (on smart phone OK) 
 Government Check 
 Paycheck 
 Other government document 
 College/University document/letter 
 Car registration 
 Hunting/Fishing license 
 Concealed Carry license 

 

See the Appendix on page 81-83 for more details about voter identification. 
 

Remember:  Regular voters may vote electronically or on paper. 

PROVISIONAL VOTERS 
Any voter who can’t be confirmed at the polling place because: 
 

 Has no proper identification 
 Has changed name and doesn’t have legal proof 
 Has Red Code indicating absentee ballot issued or Voter Notifica-

tion Card returned undeliverable 
 Has moved to new precinct and didn’t update registration 
 Is at wrong polling location and refuses to go to correct location 
 Is not listed anywhere in the e-poll book 
 
Provisional voters must vote on paper and complete yellow envelope. 

DID YOU KNOW 
Votes cast in the wrong 
polling location cannot 
be counted under Ohio 
law.  If a voter is at the 
wrong location, send 
them to the right place. 

DID YOU KNOW 
Passports, Social Securi-
ty cards, birth certifi-
cates (see exception on 
page 83) and BOE voter 
confirmation cards 
aren’t valid ID for voting.   
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Searching for Voters from the Launchpad 

 

 

 

 

 

 

 

Using a Driver’s License Scan 

 

 

 

 

 
 

Using a Manual Voter Search for voters with another type of ID 

 

 

 

 

 

 

 

 

 

 

DID YOU KNOW 
If you don’t locate your 
voter, see page 52 for 
step-by-step guidelines. 

Touch GREEN DRIVER LICENSE 
SCAN button on Launchpad. 
 
Place the driver’s license barcode 
inside the green box as shown.  
 
Hold the license parallel to the e-
poll book screen to ensure a suc-
cessful scan. 

For voters with a non-photo ID 
touch the YELLOW MANUAL VOT-
ER SEARCH button. 

A list of 8 identification types will 
appear. Touch to select the type 
of identification the voter pre-
sents. Then touch CONTINUE. 

DID YOU KNOW 
TIP: Glare is the enemy 
when scanning an ID. 
Place the ID on the 
SCAN HERE sticker and 
move it slightly if need-
ed. Make sure you DO 
NOT cover the barcode 
with your finger.  

Enter the first three letters of the 
voter’s last name, then enter the 
voter’s full house number. Touch 
SEARCH. 

Check-In 
Judges 

3 Search Options Available: 
 
1. GREEN DRIVER LICENSE SCAN 

for voters with photo ID 
2. YELLOW MANUAL VOTER 

SEARCH for voters with other 
ID 

3. RED VALID ID NOT PROVIDED 
for voters with no ID 
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Using a Manual Search for a Voter with No ID 

For voters who do not have a val-
id ID, touch the RED VALID ID NOT 
PROVIDED button. 

Enter the voter’s last name and 
full house number. Then touch 
SEARCH. 

When you are doing a manual 
search, there are three commonly 
used options: 

Last Name & House Number 
Last Name & Birth Year  
Last Name & First Name 

Select a search option and enter 
the voter’s information into the 
appropriate fields. Then, touch 
SEARCH. 

If more than one voter is found, 
touch the correct voter’s name 
from the list. Then touch CONTIN-
UE. 
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Processing Eligible Voters 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

On Voter Eligibility Screen, ask for 
voter’s current name and address. 
Verify information matches what 
is in the e-poll book. If the infor-
mation is not current, see page 48 
for instructions. 
 
If the screen shows the voter is 
eligible to vote, touch the green 
SELECT BALLOT button. See page 
46 if voter is not eligible. 

The screen will automatically flip 
for the voter’s view. Hold the 
case at its center axis and flip us-
ing one smooth motion so the e-
poll book is facing the voter. Di-
rect the voter to select a party. 

DID YOU KNOW 
TIP: DO NOT touch the 
screen when flipping the 
Flip & Share stand. Hold 
only the stand when 
flipping to and from a 
voter. 

Next, the voter will be prompted 
to sign and touch DONE when 
complete. The screen will then 
flip back to you. 

The voter will be prompted to 
confirm their selection.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

DID YOU KNOW 
If there is an error read-
ing the card such as if 
the card is inserted with 
the wrong side in or the 
card encoder is not com-
municating to the iPad, 
the screen will read 
“Card Programming Er-
ror.” In these cases, re-
insert the card. Make 
sure to review the video 
to the left. 
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Follow the video instructions and 
insert the voter access card into 
the encoder. The red box will turn 
green when the card is recog-
nized.  

After inserting the voter access 
card, touch CONTINUE to encode 
the card. 

Compare the signature to the sig-
nature on file. If the signatures 
match, touch the green ISSUE 
BALLOT button. 
 
* If the signature needs to be re-
written, touch the yellow SIGN 
AGAIN button. 
* If the signatures clearly do not 
match, touch the red SIGNATURE 
MISMATCH button. 

On the Issue Ballot screen, touch 
the green PROGRAM CARD button 
UNLESS the voter has requested 
to vote a paper ballot.  
 
See page 45 for instructions if a 
voter requests a paper ballot. 
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Issuing Paper Ballots to Eligible Voters 
 

 

On the Issue Ballot screen, touch 
the Paper Ballot button if a voter 
requests to vote a paper ballot.  

Retrieve the correct precinct and 
party ballot and a white Regular 
Paper Ballot Envelope. Write the 
voter’s precinct & party on the 
envelope.  Hold the barcode on 
the ballot stub under the camera 
to scan.  

DID YOU KNOW 
Voters may ask for a paper 
ballot instead of voting on 
the TSX machines.  Regular 
voters who ask to vote on 
paper do not have to com-
plete a provisional envelope.   

Congratulations! You successfully 
issued a paper ballot. Hand the 
voter the ballot, envelope and a 
black pen and direct him/her to 
the privacy area. The voter should 
place the voted ballot into the en-
velope and then into the Yellow 
Bag at the Provisional Review ta-
ble. 

To issue an audio ballot for the 
“0” unit, touch the box next to 
Audio Ballot before touching 
CONTINUE. 

Congratulations! The voter has 
been successfully checked in.  
Hand the card to the voter and 
direct to an open voting unit. 
 
Touch the green PROCESS NEXT 
VOTER button to return to the 
Launchpad Screen and get ready 
for the next voter. 
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Issuing Provisional Ballots to Voters marked Not Eligible 

 

 
 
 
 
 
 
 
 
 
 
 

Voters may be marked not eligible to vote a regular ballot for any of 
the following reasons: 

 Absentee Ballot Requested 
 Voter Notification Card (VNC) Returned as Undeliverable 
 No Valid ID 
 Moved Out of Precinct 
 Name Change No Documentation 
 Voter Not Listed 

Direct the voter to select which 
party, confirm and sign. 

Verify the signature matches and 
touch ISSUE BALLOT. 
 
Note: If the voter was not found in 
e-poll book, you will not have a 
signature to compare. 

On the Voter Eligibility Screen, 
touch the green PROCESS PROVI-
SIONAL to issue the voter a paper 
provisional ballot. 



 

 

 
 
 
 
 
 

Redirecting a voter to the correct polling location 
 

 

 

Write the voter’s precinct and party 
in the space in the upper right of en-
velope. Hand the ballot and provi-
sional envelope to the voter and di-
rect to a privacy booth.  
 
Instruct the voter to complete all six 
sections of the provisional envelope.  
 
Direct the voter to place his/her vot-
ed ballot into the envelope, seal and 
return to the provisional review table. 

Retrieve a provisional envelope, and 
the correct precinct and party ballot. 
Hold the barcode on the ballot stub 
under the camera to scan.  
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Voters in the wrong location must be 
redirected. Select More Options and 
Redirect Voter from the Voter Eligibil-
ity Screen. A map with the voter’s 
correct polling place will appear.  Use 
the following tools to redirect the vot-
er: 
 
 Use the blue arrow button to flip 

the screen towards the voter and/
or the blue envelope button to 
text or email the voting location 
information to the voter.  

 To expand the map image, choose 
the blue button at the bottom. A 
large map will appear and you can 
print turn-by-turn directions for 
the voter.  

 Touch the green CONTINUE to 
complete the transaction and 
print the voter redirect slip. 

DID YOU KNOW 
Remember that voters 
MUST vote in the cor-
rect polling location or 
their vote will not count. 
If a voter insists on 
voting a provisional bal-
lot in the wrong loca-
tion, inform the voter 
his/her vote won’t 
count. You will have to 
manually enter a paper 
ballot stub number. 
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What if the voter’s address is not current? 

 

 

 

 

If the voter’s address is not current, 
touch the yellow MORE OPTIONS 
button on the Voter Eligibility screen. 
Then touch Update Voter Info. 

Touch the EDIT button next to the vot-
er’s address. 

Enter the voter’s new house number 
and street name in the space provid-
ed. You may type only a few letters of 
the street name. Then touch SEARCH. 

A list of addresses will appear. Locate 
the voter’s new street and touch the 
street name to highlight. Then touch 
CONTINUE. 
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DID YOU KNOW 
If you look up a voter’s 
new street name and 
full house number and 
no results appear, call 
the Board of Elections at 
(513) 785-6699 to re-
search.  The voter’s ad-
dress may be a new con-
struction and may not 
yet be in our system. 

The screen will automatically flip 
for the voter’s view. Direct the 
voter to verify the new address is 
correct and touch CORRECT if all 
is good. The screen will then flip 
back to you. 
 
If the voter touches NOT COR-
RECT, touch edit next to the new 
address to reenter. 

You will be asked if there is an 
apartment number. Touch YES if 
needed and enter the apartment 
number. Otherwise, touch NO. 

If the voter is still eligible to vote a 
regular ballot, proceed as with all 
other regular voters. Be sure to 
give the voter a voter registration 
form to complete as well.  
 
If the voter is not eligible to vote a 
regular ballot but is in the right 
location, touch the green PRO-
CESS PROVISIONAL and see page  
46 for step-by-step instructions to 
issue a provisional ballot. 

If the voter is at the wrong loca-
tion, touch the yellow MORE OP-
TIONS and Re-Direct voter. See 
page 47 for instructions on how to 
email, text and/or print directions 
for the voter to the correct loca-
tion. 
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What if the voter’s name is not current? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

If the voter’s name is not current, touch 
the yellow MORE OPTIONS button on 
the Voter Eligibility screen. Then touch 
Update Voter Info. 

Touch the EDIT button next to the vot-
er’s name. 

Touch the “X” to clear the voter’s cur-
rent name and use the keyboard to type 
the voter’s new name. Then touch CON-
TINUE 

You will be prompted to select what 
type of documentation the voter pre-
sents as proof of the name change. If 
the voter has proof, select the type and 
touch CONTINUE. Use Other if the voter 
presents an updated Driver’s License. 
 

If the voter does not have proof, select 
None and CONTINUE. 
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Touch CONTINUE again to return to 
the Voter Eligibility screen. 
 
If the voter provided proof, the vot-
er will be marked as eligible to vote. 
Touch GET VOTER SIGNATURE to is-
sue a regular ballot. 

The screen will automatically flip for 
the voter’s view. Direct the voter to 
verify the new name is correct and 
touch CORRECT if all is good. The 
screen will then flip back to you. 
 
If the voter touches NOT CORRECT, 
touch edit next to the name to 
reenter. 

After you issue the voter’s ballot, 
the e-poll book will automatically 
print the Form 10-L. Direct the voter 
to sign the form before you program 
the voter’s card or issue a paper bal-
lot. Deposit the completed form into 
the Yellow Bag. 

If the voter does not provide proof, 
the voter will be marked as not eligi-
ble to vote a regular ballot. Touch 
the green PROCESS PROVISIONAL 
Button and see page 46 for instruc-
tions on how to issue a provisional 
ballot. 
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What if the voter is not found in search? 

 

 

 

 

 

 

 

 

 

 

 
If the voter is found in a county-wide search 

If no voters are found in your polling 
place, touch the red Not in this Loca-
tion button to view county-wide search 
results. 

If you locate your voter in the county-
wide search results list, touch the vot-
er’s name and touch CONTINUE. 
 
If you do not locate your voter, see the 
next page for instructions. 

The voter will be marked at the wrong 
location. Verify the voter’s name and 
address is current and see page 47 to 
redirect the voter to the right location. 
 
If information needs to be updated, 
touch the green UPDATE VOTER INFO 
button and follow the steps on page 48 
to update the voter’s address. 

If you don’t locate your voter after you 
scan a Driver’s License, touch MANUAL 
VOTER SEARCH. If you don’t locate a 
voter after a manual search using Last 
Name and House Number, touch the 
green SEARCH AGAIN USING LAST 
NAME AND BIRTH YEAR. 
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If the voter is still not found in a county-wide search 
 
 
 

 
 
 
 
 

 
 
 
 

 
 
 
 

 
 
 

Touch the Home button and then 
the Blue Menu button. Select VOT-
ER NOT FOUND from the menu op-
tions. 

You will then be prompted to enter 
the voter’s address. Use the key-
board to enter the house number 
and first few letters of the voter’s 
street name. Then touch SEARCH. 

Locate the voter’s street name 
from the list below. Touch the vot-
er’s street to highlight and then 
touch CONTINUE. 

Enter the voter’s first and last 
name and date of birth and touch 
CONTINUE. 

DID YOU KNOW 
If you can’t locate a voter in 
the poll book, that does not 
mean he or she isn’t regis-
tered in the state of Ohio 
and therefore not eligible to 
vote.   
 
You can use the e-poll book 
to enter the voter’s name, 
date of birth and address to 
locate the voter’s precinct 
and issue a provisional bal-
lot. 
 
Never tell a voter that he or 
she can’t vote.   



 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
17-year-old Voters in a Primary Election 
A 17-year-old who will turn 18 before the next general election is eligible to vote in a primary on 
candidate nominations.  17-year-old voters will be marked in your poll book. 

 

 

 

 

 

 

 

 

 

 

 

 

Key Guidelines for 17-year-old Voters: 

 They must vote a paper ballot.  Proceed as you would with any regular voter. The voter will se-
lect a party and sign. Once voter signs, touch Issue Ballot. The e-poll book will automatically se-
lect paper ballot, and the screen will be ready to scan the barcode from the correct precinct and 
party ballot. Proceed to retrieve and scan the correct paper ballot. 

 NOTE:  Instead of a regular paper ballot envelope, give them a 17-year-old envelope in which to 
place their voted ballot.  The Board will need to inspect their ballots before tabulating to ensure 
they did not vote on races or issues for which they aren’t eligible. 

 Give them 17-year-old ballot instructions with their ballot.  These instructions detail what races 
on which they are eligible to vote. 
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The voter will be marked as not eligible 
to vote a regular ballot. Touch the 
green PROCESS PROVISIONAL button to 
issue a provisional ballot. Follow the 
steps on page 46. 
 
If the voter is at the wrong location, 
touch the Yellow MORE OPTIONS 
button and Re-Direct Voter. Follow the 
steps on page 47 to redirect the voter. 

The screen will automatically flip for 
the voter’s view. Direct the voter to 
verify the information is correct and 
touch CORRECT if all is good. The 
screen will then flip back to you. 
 
If the voter touches NOT CORRECT, 
touch edit to reenter the incorrect in-
formation. 
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CURBSIDE VOTERS 

If a person approaches and informs you that he/she has a voter who must vote from 
his/her car, follow these steps to assist that voter using the e-poll book: 

 Two judges of opposite party should unplug 
one e-poll book and carry it out to the voter.  

 Search for the voter using a Driver’s License 
scan or manual search if another ID is pre-
sented. 

 Once you locate the voter, verify the voter’s 
name and address are current and that the 
voter is at the correct location and eligible 
to vote. If the voter is eligible, touch the yel-
low MORE OPTIONS button and select 
Curbside Voter. You will be prompted to an-
swer YES, voter wishes to vote curbside. 

 Note: If the voter is marked as not eligible to 
vote a regular ballot, you will be prompted to 
touch the green Process Provisional button.  Fol-
low the same steps but retrieve the correct pre-
cinct provisional envelope instead of a curbside 
envelope for the voter. 

 Direct the voter to select a party and sign in the e-poll 
book. Verify the signature and touch ISSUE BALLOT. 
Touch the Paper Ballot tab. You and your partner must then return into the polling 
place to retrieve the correct precinct & party ballot. Scan the barcode from the 
stub on the correct ballot.  

 Retrieve a blank Curbside envelope and write the voter’s precinct number & party 
in the space marked. With a partner of opposite party, take the correct ballot, 
curbside envelope and a black pen back to the voter.  After the voter is finished 
voting and seals his/her ballot in the envelope, return and place the sealed 
curbside envelope in the yellow bag at the Provisional Review table. 

 

HOW TO REISSUE A BALLOT IN THE E-POLL BOOK 

A voter may be reissued a ballot for any of the following reasons: 

 Wrong ballot type issued by poll worker (e.g. Card ballot instead of Paper ballot) 
 Wrong party ballot selected by voter (in a primary only) 
 Mistake made on paper ballot  

 Be sure to place soiled ballot into the Soiled/Defaced envelope on Ballot 
Table 

 Voter Access Card not encoded properly 
 NOTE:  Voter Assistance Judges must confirm the voter did not cast the card 

before you may reissue another card 
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From the Launchpad, use the 
Blue menu and touch SOIL/
VOID BALLOT. 

Enter the voter’s birth year 
and first few letters of his/her 
last name. Then touch 
SEARCH. 

Locate the voter from the list. 
Touch the voter’s name and 
touch SOIL. 

Select the reason for the reis-
sue. Then select YES, issuing a 
replacement ballot. 



SPECIAL BALLOT CONSIDERATIONS 
 
SPLIT PRECINCTS 
Split precincts occur when the boundaries of a precinct do not 
match the boundaries of another district.  Should your precinct have 
a split, the Board of Elections will notify the Location Supervisor.  If 
you have any questions, please call the Board of Elections at 513-
887-3700.  
 
It is very important that a voter receives the correct ballot for his/
her split, as there are candidates and issues specific to the district in 
the split precinct. The e-poll book will prompt you if you attempt to 
issue a paper ballot to a regular or provisional voter from the wrong 
precinct split. 
 
 

WRITE-IN CANDIDATES 
The Board of Elections will provide a list of names of eligible write-in 
candidates if available for precincts in your location.  Keep the list 
face down on the check-in tables.  Offer to voters only when they 
ask.   
 
If a voter wants to vote for a write-in candidate on a voting unit, 
they must select Write-In.  A keyboard will appear on the screen for 
the voter to enter the name of the candidate they wish to write in. 
 
 

WHY MUST VOTERS SELECT A PARTY? 
Voters often ask why they must choose a party to vote for candi-
dates in a primary election. Here are some talking points you can 
use to help address any questions raised by voters: 
 
 Today’s election is a primary. 
 You are casting a vote to nominate candidates for your respec-

tive party to compete in the general election in November. 
 In order to vote on candidate nominations, you need to select a 

party. 
 You will only be able to vote for candidates who are competing 

in the party you select. 
 There are three parties with candidates on the ballot: Democrat, 

Republican or Green. 
 If you don’t want to select a party, you may select an Issues Only 

ballot, but your ballot will only contain issues. There are no can-
didates on an Issues Only ballot. 

C
h

e
ck

-I
n

 J
u

d
ge

s 

5
7

 



Provisional  
Review 
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ALL ABOUT PROVISIONAL BALLOTS 
 
WHAT IS A PROVISIONAL BALLOT? 
 A provisional ballot is a second-chance ballot for voters. 
 Provisional ballots are required when a voter’s eligibility can’t be con-

firmed at the polling place. 
 The voter casts a paper ballot that is placed in an envelope with a 

form on it that the voter must complete to enable the Board of Elec-
tions to determine if that voter is eligible to vote in this election. 

 All provisional ballot envelopes are used as voter registration by the 
Board of Elections following Election Day.  Voters casting a provision-
al ballot do not need to complete a voter registration form at the 
polls to update their information. 

 
WHY WOULD A VOTER HAVE TO CAST A PROVISIONAL BALLOT? 
 The voter’s name is not listed anywhere in the electronic poll book. 
 The voter has changed his or her name and is unable to provide the 

legal proof required to complete Form 10-L. 
 The voter has moved into your precinct but did not update his or her 

registration with the Board of Elections. 
 A message appears in the e-poll book stating that the voter request-

ed an absentee ballot. 
 A message appears in the e-poll book stating that a Voter Notification 

Card was returned as undeliverable. 
 The voter is unable or refuses to provide a valid ID. 
 The voter’s eligibility to cast a ballot has been challenged by the poll 

workers, and the voter refuses to make the required statement (Form 
10-U). 

 
REMEMBER THESE KEY GUIDELINES: 
 Yes, provisional ballots are counted.   
 A voter’s provisional ballot is reviewed at the Board of Elections to 

determine if the voter is eligible to vote in this election.  Once a vot-
er’s eligibility is confirmed, the provisional ballot is counted in the 
Official Count of the election.   

 In order for a provisional voter’s vote to count, the yellow provisional 
envelope must be completed correctly, and it must be cast in the cor-
rect polling place. 

 It is your responsibility as a Provisional Review Table Judge to review 
each envelope carefully to ensure the voter completed everything 
required and that the voter is in the correct place. 

 Use the laminated template to review all provisional envelopes to 
ensure the voters complete everything required. 

 Remember: Regular voters who request to vote a paper ballot in-
stead of on the voting units do not need to complete a provisional 
envelope.  They will seal their voted ballot into a white Regular Paper 
Ballot envelope and place in the Yellow Bag kept at the provisional 
table. You may still give them an I Love Voting sticker. 

DID YOU KNOW 
Having to vote a provisional 
ballot can be unnerving or 
intimidating for some vot-
ers. As a Provisional Review 
Judge, you should do every-
thing you can to make this 
process as simple for the 
voter as possible.  



KEY STEPS IN REVIEWING A PROVISIONAL VOTER’S ENVELOPE 

 

 Check to make sure the Precinct and Party are filled in by the Check-In Judges in 
the upper right of the envelope. 

 If the information is not filled out, take the envelope back to a Check-In 
Judge to look it up under Check In Logs from the Blue Menu. 

 Use the laminated template to check that the voter provided all required infor-
mation, including: 

1. Full Name (printed) 
2. Date of Birth  
3. Current Address in Butler County, including full house number and street 

name 
4. Former Address, if voter has moved 
5. Last four digits of the voter’s Social Security Number OR 

Full 8 digits of Ohio Driver’s License or State ID Number OR 
SHOW and CHECK one of the following: 
• Military Identification Card 
• Current utility bill, bank statement, government check, 
paycheck, or other government document containing 
current name and address. 
• A form of photo identification (except U.S. Passport) 

6. Voter’s signature and date 

 Check also to ensure the voter did not list the current year for his/her birth date 
and that he/she provided full address information and the full identification 
number. 

 Remember:  If a voter cannot provide the last four digits of his/her Social 
Security Number and has no other identification, he/she must present valid 
identification at the Board of Elections Office within seven days after Elec-
tion Day in order for his/her vote to count. 

 Give the completed envelope with the laminated template to your partner to 
provide a second check to ensure the voter completed every required section. 

 If the voter needs to complete any section he/she missed, direct the 
voter to do so. 

 Initial with your partner in the bottom right corner of the envelope indicating 
you have checked the envelope for completion and place the sealed and com-
pleted envelope into the Yellow Bag.  

 Give the voter an “I Love Voting” Sticker and a Provisional Ballot Notice (Form 
12-H) with the toll free number the voter may call to verify whether or not his/
her ballot was accepted and counted. 

 

Remember:   Do not hesitate to call the Board of Elections if you have any ques-
tions or concerns when assisting a provisional voter.  Please also record any con-
cerns or issues about a specific voter in your Judges Comments .  These comments 
often help assist the Board of Elections and can help ensure every eligible voter’s 
vote counts. 
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DID YOU KNOW 
Poll worker error can some-
times be the reason that a 
Board of Elections is unable 
to count a voter’s provi-
sional ballot. To reduce the 
chances that you or the 
voter make a mistake in 
completing the 
Provisional Ballot Identifica-
tion Envelope, take your 
time and use your partner 
to provide a second check 
to ensure that every neces-
sary blank on the envelope 
is completed.  



SAMPLE COMPLETED PROVISIONAL ENVELOPE 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

1.  Voter prints full 
name 

2.  Voter writes date 
of birth. 

5.  Voter writes DL 
or State ID Num-
ber, OR Last 4 dig-
its of SS#, OR 
checks the box in-
dicating which ID 
they are showing 
you. 

6.  Voter signs 
name 

3.  Voter writes cur-
rent address. 

4.  Voter checks box 
if moved and may 
provide former ad-
dress. 

Precinct:       

Party:   

7.  You and your 
partner initial here. 

NEW: Make sure 
Check In Judge 
wrote Precinct and 
Party. 



ASSISTING VOTERS 
Voters needing assistance reading/marking the ballot due to blindness, 
disability or illiteracy may ask for assistance from the individual of their 
choice with the exception of: 

 Their employer 
 An agent of their employer 
 An office or agent of their union 
 A candidate on the precinct’s ballot 

Voters may also receive assistance from two poll workers, each from a 
different political party.  Voters do not need to complete a form to request 
assistance with voting. 

USING THE VISUALLY IMPAIRED BALLOT STATION 

The following illustrate the keypad functions of the keypad on the Zero 
Unit, or Visually Impaired Ballot Station. Refer to these if a voter with a 
visual impairment requests assistance voting on the Zero Unit. 

Voter  
Assistance 

Judge 
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VOTERS WHO ARE IN WHEELCHAIRS OR WHO HAVE MOBILITY 
IMPAIRMENTS 
 
KEY GUIDELINES 
 Make sure signs are posted inside and out with regard to parking and other con-

veniences. 

 Do not push or touch a person’s wheelchair without prior consent. 

 Do not lean or hang on a person’s wheelchair; adaptive equipment is an extension 
of the body and part of someone’s personal space. 

 Place yourself at eye level by sitting or kneeling when speaking with someone in a 
wheelchair so that they don’t have to look up at you to communicate. 

 Ask before helping. Grabbing someone’s elbow might throw them off balance. 
Opening the door for someone leaning on a door might cause them to fall. 

 Fasten mats and throw rugs securely or move them out of the way. 

 Keep floors as dry as possible on rainy or snowy days. 

 Keep the ramps and wheelchair-accessible doors to the voting location unlocked 
and barrier-free. 

 

POSITIONING A VOTING UNIT FOR A VOTER IN A WHEELCHAIR 
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1.  Depress and hold 
the button on the 
back center support 
rod to bring the touch 
screen to a more up-
right position  

2.  Depress and hold the 
black latch release button 
on top of the voting unit 
tablet and bring the tablet 
forward. 

3.  Bring the wire support 
bracket up and snap into 
back of voting unit tablet. 

Unit is ready for a voter 
in a wheelchair. 



WAIT TIME AND BACK-UP PAPER BALLOTS 

If lines form at your polling place, your job as the Voter Assistance Judge is to monitor 
how long voters must wait to vote at a voting unit.  This does not include the time 
they are waiting to check in at the e-poll book, but rather only if a line is forming to 
use a voting unit.  There are certain situations where back-up paper ballots must be 
offered. 

Situations where Back-up Paper Ballots MUST Be Offered: 
 Long Lines 

 If the wait time for voting units exceeds 10 minutes, inform the Location 
Supervisor, who must announce the availability of paper ballots to voters 
every half hour until the wait time is reduced to below 10 minutes. 

 Voter Assistance Judges are responsible for monitoring the wait time for 
voting units and reporting if the wait time exceeds 10 minutes. 

 Problems with Voting Units or E-Poll Books 
 If voting units malfunction, break down, run out of power, etc., you must 

offer voters back-up paper ballots. 
 If e-poll books break down and cannot issue voter access cards, first direct 

the voter to another Check-In Judge. If a voter access card still cannot be 
provided, you must offer voters back-up paper ballots. 

 
Situations where Back-up Paper Ballots MAY Be Offered: 
 Voter Preference:   

 Regular Voters may opt to vote a paper ballot. Precinct Election Officials 
are not required to ask each voter whether or not he/she would like a pa-
per ballot. And remember, a Regular Voter requesting to vote on paper 
does not need to complete a Provisional Envelope. 

 
Key Reminders Concerning Back-Up Paper Ballots: 
 Backup paper ballots cast for any of the reasons listed above are NOT provisional 

ballots and are not to be placed in provisional ballot envelopes. 
 Voted paper ballots should be placed by the voter into the Yellow Bag located at 

the provisional review table. 
 
Call the Board of Elections if your supply of paper ballots runs low.  You’ll know this 
when you see the RED notification in your stack of paper ballots. 

 
VOTING UNIT TIME LIMITS 

The permissible time limit for a voter to use a voting unit or vote a paper ballot is 10 
minutes. However, a voter should be given a reasonable amount of time to mark and 
check his or her ballot. The 10-minute time limit does not apply to any voter requiring 
the use of the “0” voting unit.  
 
If a voter seems to be taking an unusually long period of time while in the voting com-
partment, the Voter Assistance Judge and a judge of opposite party may inquire, in a 
polite and professional manner, if the voter requires assistance.  
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PROBLEMS AND BALLOT REISSUES 

MACHINE PROBLEMS 

Notify your Location Supervisor immediately of any problems with 
voting equipment or electronic poll books.  Your Location Supervisor is 
trained to handle the most common problems with the voting equip-
ment and electronic poll books. 

If a problem cannot be resolved promptly or your Location Supervisor is 
not available (at lunch or on break), close the doors on the voting unit to 
take it out of service and contact the Board of Elections for further in-
structions. 

BALLOT REISSUES 

If a voter reports difficulty using an electronic voting unit, or if a voter 
makes a mistake on a paper or provisional ballot, it may be necessary to 
reissue a ballot.  Follow these procedures to ensure the integrity of the 
election.  
 
Reissue needed because of error in issuing card: 
If the reissue is needed for one of the following reasons: 

 Needs ADA Ballot issued instead of regular ballot 
 Issued wrong ballot type (Card vs Paper) 

 
For any of these reasons, take the card back and begin the reissuing pro-
cess on the electronic poll book (see procedure on page 56). 
 
Reissue needed because of voting unit problem.  
If the reissue is needed because the voter reports a problem using a Vot-
er Access Card in a voting unit, you must first verify that the voter did 
not cast the ballot on his/her Voter Access Card.  You and a judge of op-
posite party must accompany the voter back to the voting unit.  Insert 
the voter’s Voter Access Card into the voting unit. If the voter cast his/
her ballot, the message on the screen will display the following message: 

 
“This Voter Access Card has already been 
voted – please remove from the reader.” 

 
If this message appears, the voter should 
be advised that their vote has already been 
cast and a new Voter Access Card can NOT 
be provided.  You may issue the voter a 
provisional ballot if the voter insists the 
ballot did not cast. 
 

If the voter did not cast his/her ballot and it is clear the Voter Access 
Card is malfunctioning, you may take the voter back to the check-in area 
for a ballot reissue (see procedures on page 56). 
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DID YOU KNOW 
Ballot reissues may be 
needed for the following 
reasons: 
 Wrong ballot issued 

(precinct, party, type, 
or ADA) 

 Voting Unit problem 
 Voting Unit timed out 
 Voter error on paper 

ballot 



Reissue needed because the voting unit timed out 

If the voter leaves the voting unit unattended or does not use the touch 
screen, the voting unit will time out and his/her ballot will be cancelled.   

The time out occurs after the voting unit beeps and displays a warning 
screen.  The voter can return to voting during the warning process simply 
by touching the screen.  If the voter does not touch the screen and allows 
the system to time out, the voter’s ballot will be cancelled. 

If a voter’s ballot is cancelled, the following mes-
sage will display: 

“Your ballot has been cancelled.  Please remove 
your Voter Access Card and see the Judge.” 

If a voter reports his/her ballot was cancelled, 
you and a judge of opposite party should return 
with the voter to a voting unit and insert the 
Voter Access Card.  The screen will display in Red 
that the Voter Access Card was cancelled. 

Once you have confirmed that the ballot has 
been cancelled, you may take the voter back to 
the check-in area for a reissue. 
 
NOTE:  If a voter walks away without casting his/her ballot on a voting 
unit, you are not permitted to cast that ballot for the voter.  Simply let the 
unit time out and cancel the ballot on the Voter Access Card. 
 
Reissue needed because the voter made an error on a paper ballot.  

When a voter makes a mistake on a paper ballot, the voter may bring the 
paper ballot back to you or the Check-In Judge:  

Mark “Void” across the front and back of the Ballot leaving Stub A 
attached.  Place the voided ballot in the Soiled and Defaced Envelope (grey 
envelope) at the Ballot Table. 

Follow the procedures on the page 56 to reissue a paper ballot in the e-
poll book. 

Repeat the process if the Voter needs a third ballot.   

You may not reissue more than two ballots to any voter.  Voters may have 
three attempts to cast a ballot. 
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DID YOU KNOW 
The law only allows for 
three attempts to cast a 
ballot.  No voter may be 
reissued a ballot more than 
twice, including either a 
paper ballot or a Voter Ac-
cess Card. 



MANAGING THE POLLING LOCATION 
Precinct Election Officials need to be aware of who is in the polling loca-
tion and what they are doing.  It is important to know and understand who 
is permitted to be inside a polling location and what the rules are govern-
ing electioneering and observing. 
 
WHO IS PERMITTED IN THE POLLING LOCATION 

 Voters; 

 Children of voters not yet of voting age; 

 A person who will be assisting a voter in the voting process at the vot-
er’s request; and 

 Persons checking the official Voter Registration Lists. 

 
WHO IS PERMITTED IN THE POLLING LOCATION WITH CREDENTIALS 

 Poll observers who have a certificate of appointment (see below for 
more information about Observers); 

 Runners and other credentialed Board of Elections personnel; 

 Credentialed members of the media (please notify the Board of Elec-
tions); 

 On-duty police officers assigned to a location by the Board of Elections; 

 Employee(s) of the facility housing the polling location. 

 

WHO IS NOT PERMITTED IN THE POLLING LOCATION 

 Candidates or campaign workers who are campaigning or electioneer-
ing; 

 Pollsters; 

 Anyone of voting age who is not voting, who does not have credentials, 
and is not viewing the official Precinct Voter Registration List that 
shows who has voted. 

 

POLL OBSERVERS 

Poll observers are appointed by political parties, groups of candidates, or 
issue committees to observe the conduct of the election.  If an Observer 
arrives, your Location Supervisor will confirm his/her appointment and 
administer the oath.  (The Observer’s Oath may be found in the Appendix 
on page 84).  Observers are allowed to be in the polling location before, 
during and after hours of voting.  Observers must not interfere with Pre-
cinct Election Officials doing their jobs or otherwise slow down the opera-
tion of the polling location or interact with voters in a manner that inter-
feres with or disrupts an election.  Please contact the Board of Elections 
for instructions if this situation arises. 
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DID YOU KNOW 
All electioneering must re-
main out of the 100-ft neu-
tral zone.  Candidates and 
their supporters must re-
main outside of the flags 
marking the 100-ft zone.  
Call the Board of Elections if 
you experience any difficul-
ty with a candidate or cam-
paign worker. 

Location  
Supervisors 



 
RECORD KEEPING 

Location Supervisors should document events at the polling location, especially 
any events that impact any Precinct Election Official’s ability to administer the 
election.  Be sure to report anything to your Location Supervisor so they may 
document in the Judges Comments to keep good records. 
 
POSTING THE VOTED LISTS AT 11AM AND 4PM 

At 11:00 a.m. and 4:00 p.m.  
The Location Supervisor should print the 11am and 4pm Posting Lists.  Follow 
the instructions below to print. 
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DID YOU KNOW 
Place your 11am and 4pm 
posting lists in a conspicu-
ous place so candidates and 
campaign workers may eas-
ily access the lists without 
disturbing voters.   
 

Open the Blue Menu on the 
Launchpad and touch 11 & 4 LIST. 

The screen will default to Current Re-
port. Touch PRINT to print the list. If a 
reprint of an earlier report is needed, 
select Previous Report and touch Print. 
When finished, touch HOME to return 
to the Launchpad. 

Next, to print the list of provisional 
voters, open the Blue Menu and select 
CHECK IN LOGS. The Check-In Log 
screen will appear. Check to make sure 
the following are selected: 
 Include Soil—No 
 Include Provisional—Yes 
 Include For This Location 
 Sort By Check-In Time 
 
Then touch PRINT. After report prints, 
post both in a conspicuous place. 
Touch HOME to return to the 
Launchpad. 



CLOSING THE POLLS 

Polls in Ohio close at 7:30 pm, unless a court order and directive from the Secre-
tary of State provided to you by the Board of Elections requires otherwise.  See 
the Appendix page 85 for more information about Court Orders. 
 

NOTE:  If there is a long line of voters at your polling place at about 7:00 p.m. 
(wait time for check-in exceeds 5 minutes), the Location Supervisor at your 
polling place should assign one Precinct Election Official to hand-carry an e-
poll book through the line to check the voters’ names to ensure they are in the 
correct polling location.  This will give the voters adequate time to get to the 
correct location before the polls close. 

 
At 7:30 pm, the Location Supervisor announces to everyone that the “Polls are 
now Closed”.   
 
Anyone who is in line may still vote.  Give the voter the benefit of the doubt at 
7:30 p.m.  Voters arriving after 7:30 p.m. will not be able to vote.  One Precinct 
Election Official needs to go to the end of the voter line to prevent any additional 
voters from lining up.   
 
When all voters have left, close/lock the door (when possible). The location is now 
in “Lock-Down Mode”.  Only Precinct Election Officials, any Board of Elections per-
sonnel, and Certified Observers may be in the polling location. 
 
All Precinct Election Officials in the location must stay until all work is completed 
and the Location Supervisor and Designated Judge are ready to leave. 
 
The Location Supervisor will organize the closing and give assignments to all the 
judges to complete.     
 
Tasks that must be completed in closing include: 
 

 Completing the Ballot Accounting Report;  
 Printing End Total Reports on the Voting Units; 
 Removing and Counting Memory Cards and Canisters and Sealing for 

Transport; 
 Packing the Voting Units; 
 Packing Electronic Poll Books; 
 Packing all ADA equipment, signs and flags. 

 
Follow the checklists on the following pages to complete each of the tasks for clos-
ing. 
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5 
Part Five: 

Closing the 
Polls 

DID YOU KNOW 
If in the rare instance a 
Court Order is handed 
down to keep the polls 
open after 7:30 p.m., fol-
low the instructions in 
the Appendix on page 85. 



BALLOT ACCOUNTING  
The Location Supervisor and Designated Judge or other Precinct Election Official 
of opposite party should follow the instructions below to complete the report on 
the e-poll book. 
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DID YOU KNOW 
Per State Law (R.C. 
3501.26), each Polling Loca-
tion must submit a Ballot 
Accounting Report that rec-
onciles the total number of 
ballots issued and voted at 
that location.  The report 
must be signed electroni-
cally by the Location Super-
visor and the Designated 
Judge.    

Direct two judges of opposite 
party to complete the TSX Bal-
lots Voted Tally Log. This can 
be completed as end total re-
ports are run and as you com-
plete this process.  
 
Step 1:  Log Out on all e-poll 
books at location. Select LOG-
OUT on the Blue menu on the 
Launchpad screen. 

Step 2: Touch CLOSE THE 
ELECTION. 

Step 3: Touch YES to continue 
at the Warning screen. 

Step 4: Enter the LS and DJ 
passwords and touch LOCK 
DEVICE. 
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Step 5:  On one of the e-poll books, 
touch ACCOUNTING in the upper right 
corner of the Device Locked screen. 

Step 6:  Enter total UNUSED BALLOTS. 
Touch each precinct box on the screen 
and enter the stub number of the next 
ballot for each precinct, then touch 
DONE. When finished, touch NEXT STEP. 

Step 7: Enter total voted Paper Ballots 
by ballot type, precinct & party. Open 
the Yellow Bag and remove all contents. 
Sort the provisional envelopes by pre-
cinct & party. Touch the Provisional 
button. Count and enter the total num-
ber of provisional ballots by precinct & 
party and touch DONE.  Repeat for 
curbside envelopes, regular paper ballot 
envelopes & 17-year-old envelopes. Fi-
nally, open the soiled and defaced enve-
lope. Sort and count the soiled ballots 
and enter by precinct & party. When 
finished entering, touch NEXT STEP. 

Step 8:  Enter total TSX ballots voted. 
Touch the Scanner button. A number 
pad will appear. Enter the total number 
of TSX ballots voted from the TSX Bal-
lots Voted Tally Log and touch Enter. 
Then touch NEXT STEP. 
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Step 9: The Ballot Reconcile screen will 
appear and notify you if you are not bal-
anced. If you are off, verify your numbers 
were entered correctly. If your numbers 
are correct, touch GET SIGNATURES. 

If you were not balanced, you will be 
prompted to provide an explanation. When 
finished, touch CONTINUE. 

Step 10: LS and DJ Sign and Submit. LS en-
ters first and last name and touch Contin-
ue. Sign on the signature screen and touch 
I ACCEPT. Then touch ADD ANOTHER SIG-
NATURE. DJ repeats. When both have 
signed, touch SUBMIT. 

Step 11: Congratulations! You have com-
pleted Ballot Accounting. Touch CONTINUE 
to return to the Device Locked Screen, then 
touch HOME. You may now shut down the e
-poll book. Place all voted ballots, provision-
al envelopes, curbside envelopes and voter 
forms bag inside the Yellow Bag. Place a 
new seal on the bag and record the seal 
number on the Yellow Bag Seal Verification 
Form at the bottom of the Paper Ballot Veri-
fication Form. The form is under the Tues-
day Tab in the White Binder. 
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SAMPLE TSX Ballots Voted Tally Log 
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END VOTING AND PACK MEMORY CARDS CHECKLIST 
 

 

DID YOU KNOW 
You now only need to print 
two end total reports.  Two 
judges of opposite party 
must sign the first report, 
which rolls into the canister 
and remains sealed.  The 
second does not need to be 
signed but must be posted 
in a conspicuous place out-
side the polling location, in 
accordance with state law. 

Step 1:  Insert key.  
Unlock and raise the 
Printer Housing cover. 

Step 2:  Insert the Supervisor 
Card. 

Step 2 (cont’d):  Enter the 
Supervisor Password 
located in the envelope 
containing Supervisor Card. 

Step 3:  Remove the 
Supervisor Card and press 
End Voting. 

Step 4:  Select Yes at the 
warning screen. 

Step 7:  When PRINT 
LONG REPORT? appears, 
press Yes.  Report will 
feed into canister. 

Step 5:  When the printer 
notification appears, press 
OK. 

Step 6:  When Print Write-
in Candidates? appears, 
press YES. 



END VOTING AND PACK MEMORY CARDS CHECKLIST 
(CONTINUED) 
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DID YOU KNOW 
Always count your memory 
cards at least THREE times 
to make sure you have eve-
ry one before returning to 
the Board of Elections.  
Even if you have a machine 
down and had no votes cast 
on it, you still must remove 
and pack every memory 
card.  We will send you 
back to your location if any 
are missing. 

Packed Canisters and 
Memory Cards Are 
Returned to Board of 
Elections by Location 
Supervisor and Desig-
nated Judge Tuesday 
night. 

Step 8:  Two Poll workers 
of opposite parties must 
sign the report.  Rip it off 
with the canister and 
manually wind into 
canister.  Place canister 
into the Canister Bag. 

Step 11:  Remove the memory card 
from each voting unit.  Place the 
used seal on the back of the Voting 
Unit Activity Log Form.  Place a new 
seal over the memory card door 
and record the seal number on the 
Voting Unit Activity Log Form. 

Step 13:  Count the memory cards at 
least three (3) times.  All memory 
cards must be returned to the Board 
of Elections on Election Night.  Place 
all memory cards into the Memory 
Card Bag, including any trouble 
sleeves if necessary.  Seal the Memory 
Card Bag and record the seal number 
on the Memory Card  Security 
Verification Form in the White Binder. 

Step 12:  Check to ensure all 
canisters are placed inside the 
Canister Bag or Bags.  Seal the 
Canister Bag(s) and record the seal 
number on the Memory Card 
Security Verification Form located 
in the White Binder. 

Step 9:  When NEED 
ANOTHER COPY? 
appears, press Yes.  Allow 
second copy to roll down 
on the floor.  You do not 
need to sign.  Tear off at 
the end of the signature 
line.  Use Blue Painters 
tape to place the second 
reports outside the 
building in accordance 
with state law.  When 
NEED ANOTHER COPY? 
appears, press No. 

Step 10:  Press 
Shutdown.  Press Yes to 
confirm.   



PACKING VOTING UNITS:  STEP-BY-STEP INSTRUCTIONS 

 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

C
lo

si
n

g 
th

e
 P

o
lls

 

7
5

 

1. Ensure all Voting Unit 
Activity Log Forms are 
removed from back of 
unit and packed in Red 
Supply bag.  Begin by 
unhooking and remov-
ing the Printer Housing. 

2.  Place Printer Housing in 
Cardboard Box and then in 
the Voting Storage Cart.  
They may be stacked on 
right side (see below) or 
placed in compartment be-
neath voting units. 

3.  Carefully collapse outside 
legs of unit by depressing 
safety pins on each leg.  
Carefully collapse the hinge 
bracket by pushing down in 
the middle.  Fold outer legs 
in until even with inner legs. 

4.  Unplug the power cord 
and wrap it around back of 
the unit.  Replace keypad 
and headphones on the 
zero “0” unit. 

5. Place units into Voting 
Storage Carts with electrical 
outlets toward the back and 
the Legs facing the Left side of 
the Voting Storage Cart. 

Refer to the picture 

inside Voting Stor-

age Cart when pack-

ing the voting units. 

4 Voting Units

Memory Card

Door Facing

Forward

2 Precinct Election

Officials

Needed for

This Process

Printers

Stacked

On Right Side

1) Place Printers in Cart

2) Place Voting Units

left to right in numerical order Place voting units into 
storage carts with legs fac-
ing left.  Pack them in nu-
merical order, beginning 
with “0” unit. 

Remember to unplug the 
power cord from each 
unit before packing.  The 
units cannot be packed 
with power cords plugged 
in or this will damage the 
units. 



PACKING ELECTRONIC POLL BOOKS CHECKLIST 
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Log out on all E-Poll Books before you begin packing them. Be sure to 
have poll workers sign out for payroll as well. Use the same e-poll book 
for payroll that you used in the morning. 

 
Complete the E-Poll Book Packing Checklist in each case, ensuring you 
have all chargers, charging cords, styluses and other items as you pack. 

 Unplug the MiFi device and pack into the suitcase. 

 
Turn off the printers by depressing the power button located on the top. 
Then unplug the printers and pack them into the e-poll book case(s). Re-
member: 2 printers per case. 

 

Turn off the E-Poll Books by pressing the power button. Unplug all cords 
and pack them into the case. Place styluses back into the case. Finally, 
fold the touchpads closed and pack them into the case(s). Remember:  2 
tablets per case.  

 Place power strips and any extension cords into the Red Supply bag. 

Place e-poll book power 
cord and charger in case 
before placing tablets. 

Tablets are stacked on top 
of one another. Printers are 
placed with power cords in 
left side pockets. 
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PACKING ELECTION SUPPLIES CHECKLIST 
 

 

 

Bring in flags and the Large Vote Here sign and all ADA signs and sup-
plies.  Pack ADA signs and supplies and flags into the ADA box (or plastic 
sleeve).  The large “Vote Here” sign may be placed on top of the voting 
storage carts.  Do not place the large “Vote Here” sign in the ADA box.  

 
Remove all signs inside the polling location and pack in the RED Supplies 
Bag.  

 
Pack unused paper ballots and the grey soiled/defaced envelope with 
voided paper ballots into the BLUE Bag. 

 
Pack unused provisional ballot envelopes, regular paper ballot enve-
lopes, curbside envelopes and 17-year-old envelopes into the BLUE Bag. 

 
Place Voting Unit keys, Voter Access Cards, and the Envelope with Su-
pervisor Cards into the BLUE Bag. 

 Place the White Binder into front pocket of BLUE Bag. 

 
Place the Red Location Supervisor folder and the Green Designated 
Judge folder into the BLUE Bag. 

 
Pack all remaining items in the RED Supplies Bag, including used seals, 
locks, signs, extra forms, and other supplies.  

 Ensure all personal items and food containers are cleaned up.  

 Place tables where you found them Monday evening. 

 
Voting storage carts, large RED bag, small Red bag, ADA box, and the 
large “Vote Here” sign remain at the polling location as they were found 
on Monday evening.  

 
If polling place keys were provided, ensure the polling place is locked 
when leaving. Put the keys back into the clear folder and place into the 
Red Location Supervisor folder in the BLUE Bag. 

 

Location Supervisor and Designated Judge take the following supplies to 
the Board of Elections; 
 YELLOW Ballot Bag (Sealed) 
 Canister Bag (some locations may have more than one) (Sealed) 
 Memory Card Bag (containing ALL Voting Units Memory Cards) 

(Sealed) 
 BLUE Bag (Polling place keys if applicable) 
 E-Poll Book Cases (containing completed packing checklists) 

 
All other Precinct Election Officials are dismissed. 
  



RETURN TO THE BOARD OF ELECTIONS: 

 

The Location Supervisor and Designated Judge should take all of the following bags to the Board of 
Elections Tuesday night: 
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MEMORY CARD BAG (LOCKED) 

 Memory cards for all voting 
units at location 

 Memory card trouble 
sleeves (if necessary) 

NOTE: For speedier dismissal at 
the BOE, carry the Memory Card 
bag on your lap in car. 

CANISTER BAG(S) (LOCKED) 

 Sealed canisters 

YELLOW BALLOT BAG(s) 
(LOCKED) 

 All regular paper ballot 
envelopes with voted bal-
lots 

 All completed provisional 
envelopes with voted pro-
visional ballots 

 All Curbside Envelopes 
with voted ballots 

 All 17-year-old Envelopes 
with voted ballots 

 All other completed voter 
forms 

BLUE SUPPLY BAG(s)  

 All unused paper ballots 
and provisional envelopes 

 Grey Soiled/Defaced En-
velope containing voided 
ballots 

 Voting Unit Keys, Voter 
Access Cards, and Enve-
lope with Supervisor 
Cards 

 White Paperwork Binder 
PLACED IN FRONT POCK-
ET OF BLUE SUPPLY BAG 

 Red Location Supervisor 
& Green DJ folders 

 E-POLL BOOK CASES 

Containing all electronic poll 
books, printers, cords, stylus-
es, and completed packing 
checklist 
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REMAINS AT LOCATION 
 
The following bags and supplies remain at the location Tuesday evening.  Remember to 
clean up any food items and leave the location as you found it Monday evening. 

 

 LARGE RED SUPPLY BAG 

Containing Voting Unit Activity 
Log Forms, extension cords 
and all remaining signs, sup-
plies, used seals, locks, and 
other forms or supplies., in-
cluding the small Red supply 
Bag) 

 VOTING STORAGE CARTS 

Containing all voting units 
and printer housings. 

 ADA BOX (if applicable) 

Containing all ADA equipment 
and signs 

 VOTE HERE SIGN 

Placed on top of a voting stor-
age cart. 

 SMALL RED SUPPLY BAG 
(placed inside the Large 
Red Supply Bag) 



SAMPLE FORMS 
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VOTER IDENTIFICATION REQUIREMENTS GUIDE 
 

PHOTO IDENTIFICATION 
Photo identification issued by the U.S. government or State of Ohio are acceptable for 
voting as long as ALL of the following criteria are met: 
 

 An expiration date that has not passed. 
 A photograph of the voter. 

 The voter’s name, which must match the name in the voter’s record UN-
LESS the voter also has legal proof of a name change (such as a marriage 
license or court order).  Direct voter to complete a Form 10-L. 

 The voter’s current address, which must match the address in the voter’s 
record UNLESS it is an Ohio driver’s license or State ID card. 

 
EXAMPLES OF ACCEPTABLE PHOTO IDENTIFICATION 
 
State Identification Cards         Driver’s License 

 
 
 
 
 
 
 
 
 
 

 
 

MILITARY IDENTIFICATION 
Military identification cards or copies of 
such cards must be accepted whether 
or not they contain the voter’s name or 
address.  It must still enable you to de-
termine that it is the military ID card of 
the person who is presenting it for 
voting.   
 
The examples on the right are only a 
few of the many types of military ID 
that may be presented. 
 
 

(Continued Next Page) 



VOTER IDENTIFICATION REQUIREMENTS GUIDE (CONTINUED) 
 

VALID NON-PHOTO ID 
Non-photo ID is valid as long as it meets certain criteria: 

 Must contain voter’s correct name and current address 

 Must be current within one year 

 May be the original document, a photocopy of the document, or displayed on a 
smart phone or other electronic device. 

 
TYPES OF VALID NON-PHOTO ID 
 Utility Bills, including, but not limited to: 

 water bills 

 electric/gas bills 

 cable or Internet bills 

 telephone or cell phone bills 

 Bank Statements 

 Government checks 

 Paycheck, including direct deposit receipt, from any public or private employer 

 Other Government Document, which is defined as a document issued by a 
“government office,” which includes any local, state or federal government office, 
branch, agency, division or similar component, including a board, commission, or 
public college, university or community college whether or not in Ohio.  Examples 
include, but are not limited to:  

 Letters 

 tax bills 

 Notices 

 court papers 

 grade reports 

 Transcripts 

 

OTHER VALID FORMS OF ID 
 College University Document 

 Credit Card Statement 

 Car Registration 

 Speeding Ticket 

 Ohio Hunting/Fishing License 

 Ohio License to Carry a Concealed Handgun 
(Continued next page) 
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VOTER IDENTIFICATION REQUIREMENTS GUIDE (CONTINUED) 
 

 
 
 
 
 
 
 
 
 
Sample valid ID for 
Miami University 
students 
 
 
 
 
 
 
 
 
 
 
 
UNACCEPTABLE FORMS OF ID 
Ohio law does not allow for the following types of ID for voting on Election Day: 

 Driver’s License or Photo ID issued by a state other than Ohio 

 Social Security Card (last four digits can be used on Provisional Ballot Envelope only) 

 Passport 

 Birth Certificate (unless the voter still lives in the house where he or she resided at 

birth, and the birth certificate contains the home address) 

 Insurance Cards 

 Any registration acknowledgement from the Butler County Board of Elections (all other 

documents from the Board of Elections are acceptable identification as government 

documents). 



POLL OBSERVERS 
 
Poll observers are appointed by political parties, groups of candidates, or issue com-
mittees to observe the conduct of the election.  If an observer arrives at your polling loca-
tion, the Location Supervisor or Designated Judge should follow these steps to verify his/
her appointment and administer the observer’s oath. 

 Upon arriving at the polling location, an observer must have his or her Certificate of 
Appointment of Observer (Form 215, Form 217, or Form 220) verified by a Precinct 
Election Official. 

 A Precinct Election Official must administer the observer’s oath prescribed as follows: 

“You do solemnly swear that you will faithfully and impartially dis-
charge the duties as an official observer, assigned by law; that you will 
not cause any delay to persons offering to vote; and/or that you will 
not disclose or communicate to any person how any elector has voted 
at such election.” 

 Observers are allowed to be in the polling location before, during and after hours of 
voting. 

 Observers must not interfere with Precinct Election Officials doing their jobs or other-
wise slow down the operation of the polling location or interact with voters in a man-
ner that interferes with or disrupts an election.  Please contact the Board of Elections 
for instructions if this situation arises. 
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IF COURT ORDER ISSUED TO KEEP POLLS OPEN AFTER 7:30PM 
 
If there is a court order to keep a polling location open past 7:30pm, you must know who 
the last person in line at 7:30pm was.   

You must then follow these procedures: 

 Voters who were already in line at 7:30pm should be processed like all other voters. 

 All voters who arrive at the polling location to vote between 7:30pm and the court-
ordered closing must vote a provisional ballot. 

 All voters will still be processed on 
the e-poll book. 

 Look up voters using the Driver’s 
License scan or other form of ID. 
Verify the voter’s name and ad-
dress are current as you would 
with all other voters. 

 Because all voters must vote provi-
sionally, select the yellow MORE 
OPTIONS button. Then select Man-
ual Provisional. Be sure to enter 
the correct precinct. Touch CON-
TINUE 

 Continue processing as you would all other provisional voters. 

 Be sure the voter is voting in the correct polling place. Redirect voters to the correct 
location if they are in the wrong place. 

 Write “After Close of Polls by Order of the Court” at the top on the front of the provi-
sional envelope. 

 When voters are finished completing the envelope and marking their ballot, provi-
sional review judges must review to ensure the envelope is completed properly . 

 

After the polls close, proceed with your closing procedures.   

 

Call the Board of Elections at (513) 887-3700 with any questions or concerns regarding 
the Court Order. 
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EMERGENCY PLANNING GUIDE 
Important procedures & telephone numbers 

 

Medical Emergency 

 Call 911 

 Once the medical emergency is under control, please contact the Board of 
Elections at (513) 887-3700.  In the event of a voter or poll worker emergency, 
follow the procedures below. 

If the Electricity goes out:   

Call the BOE to report problem.  Location Supervisor should perform the following 
procedure:  

 Power down one-half of the Voting Units.  He/she will change Security Seals 
and record the Seal Numbers on the Chain of Custody form. 

 If batteries on the Voting Units begin to weaken, call the Board of Elections at 
(513) 785-6699. 

Evacuation of your voting location 

If you must leave your voting location due to an emergency like fire or tornado: 

 Don’t panic. Your safety and the safety of your co-workers and the voters is 
our first concern 

 If you can, gather and secure the following: 

 Yellow Ballot Bag 
 All memory cards from all voting units 
 At least one electronic poll book and printer 
 Provisional signature poll book 
 Unvoted paper ballots and blank provisional envelopes 

 Go to a safe location, as instructed by public safety officials or as determined 
by the Location Supervisor 

 As soon as you can, contact the Board of Elections at (513) 887-3700 for fur-
ther instructions 

Poll Worker or Voter Injury 

Location Supervisors should complete the following procedures if a Voter or any of 
your Poll Workers are injured during the course of the workday. 

 If the injury is serious or life threatening, seek medical attention immediately 
by calling 911. 

 Call the Board of Elections at (513) 887-3700 and report the injury to Admin-
istration as soon as possible.  

 Please collect all information concerning the injury from all witnesses and get 
witness names, telephone numbers and addresses in case further investigation 
is needed.   



IN-PERSON EARLY VOTING HOURS 

Early Vote Center Located at the Butler County Board of Elections, 1802 Princeton Road, 
Conference Rm C, Hamilton, OH  45011 
 
In-Person Early Voting Opens:   Tuesday, April 10, 2018 
 
Daily Hours:  
Monday – Friday, beginning April 10, 2018  8:00am – 5:00pm 
 
Additional Hours: 
Monday, April 30, 2018 -  
Friday, May 4, 2018     8:00am—7:00pm 
 
Saturday, May 5, 2018    8:00am—4:00pm 
Sunday, May 6, 2018     1:00pm—5:00pm 
 
Monday, May 7, 2018     8:00am—2:00pm 
 
 

Anyone wishing to vote by mail must submit an application by Noon on Saturday, May 5, 
2018.  Applications may be printed at www.butlercountyelections.org. 
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