Welcome Officers!
to the
Prince Willlam County
Officer Essentlals Class
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PWC Officer Essentials

e Welcome to the Prince William County
Election Officer Essentials Training Class

Welcome

e Please have your manual available. Manual

Manual and slides available on website under Training

e This class will be approximately 1.5
hours

Housekeeping
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Eric Olsen



Prince William County Electoral Board

Marcus Moyer Keith Scarborough Heidi Stirrup




Please save your questions for
designated Q&A slides or add them to
the chatif on-line
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Election Day Details &
Additional Information

Election Day: Tuesday, November 4, 2025

Type: General Election
Officer Hours: 5a.m.-8:30p.m.

Voting Hours: 6a.m.—7p.m.

Monday Set-up: Available

Election Officer Pay: $200

Officer in Charge: Chief



Please be flexible with Precinct Assignments!

———

® The Staffing Department spends hundreds of hours each
election ensuring that every precinct has each title needed
and keeps party parity

® Once your home precinct fills up — please be flexible to mov

® Officers may serve in one precinct for several elections
THEN be relocated due to leadership changes, etc.
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Announcements, Reminders & New Information!

National Clearie Award and Honorable Mentions
from the US Election Assistance Commission

®335,000 Registered voters in PWC

®7-g officers per precinct in NOV
®Please don't talk politics or wear political clo

AN Sample ballots are on our websites- pwcv
\ 7% PRI A




What to Wea I’ S
Officer Guideline

and
Comfortable clothes
shoes

ething Coulg be 5 Politicgy
Vi
Slectipn Offlcar also my, t Preven;
OU 5aa samething Uestin
al SONtact o Q at 703 -
is business casual
SIS
e Dres

Election Officer Shirt



What to Bring

Food and Beverages
for Entire Day

e Chief may do a * Bring medications e There will be some
Potluck, bring your e You cannot leave downtime-Bring
own, Or you can the precinct once something to do
have food you arrive e Put away when
delivered/dropped voters are present

off




Reminders

®Lanyards with badges.
Yours to keep!

®Pick up on election day
from Chief’s bag!

@ PRINCE WILLIAM




Contests

Prince William County
General and Special Elections
Tuesday, November 4, 2025

Instructions

Instrucciones

To vote for a candidate, fill in the box next to the
name.

To write in a qualified candidate who is not already
on the ballat, fill in the box next to Wrrite-in and write
the name of the person on the line.

If you want to change a vote or if you have made a
mistake, ask an election worker for a replacement
ballot. If you make marks on the ballot besides filling
in the box, your votes may not be counted.

Tell voters
“Ballot
starts
here.”

ra votar por un candidato, llene lo casillo ol lado

narmbre.

ra escribir un candidato calificade que aun no
en la papeleta, llene o casillo al lodo de Por

rito y escriba el nombre de la persona en la linea.
sed cambiar un voto o si ha cometido un erraor,

fcite @ un funcionario electoral una popeteta de

mplazo. 51 usted haoce marcas en lo papeleta

Emas de llenar lo cosilla, es posible gue sus vofos no

fFuenten

Sample Ballot

VA - HD - 25 - Dccoquan - Town
Commonwealth of Virginia, Official Ballot
Estado de Virginia, Papeleta Oficial

Condado de Prince William
Elecciones Generales y Especiales
Martes, Moviembre 4, 2025

Statewide

Lieutenant Governor
Vicegobermador

Vote for only one

‘ote solo por uno

[] Ghazala F. Hashmi - D

* Governor
* LT Governor
* Attorney General

House of Delegates

[] iohn L Reid, 1l - R

Write-in Por escrito

Attorney General
Procurador General
Vote for only one
‘ote solo por uno

Dja‘y C. Jones - D

[] Jason 5. Miyares - R

(PWC Districts)
. 1gth — octh

Special Elections

Write-in Por escrito

Vote solo por uno

[] Abigail D. Spanberger - D

[ Winsome Earle-Sears - R

gite-in Por escrito

Member

House of Delegates
25th District
Miembro

Camara de Delegados
Distrito 25

Vote for only one

‘ote solo por uno

[] Briana D. Sewell - D

Write-in Por escrito

(No Party Identifiers)
Gainesville Supervisor
(14 pcts: 401-414)

* Member Town Council
(1 pct - Occoquan)




Manual

* Important Training Tool ELECTION OFFICER

TRAINING MANUAL

* Review before Election Day
* Bring to Trainings

* Bring on Election Day

» Manual available on-line

PRINCE WILLIAM COUNTY
OFFICE OF ELECTIONS




Training Manual Addendum

Step By Step: Open The Pollbook

Final Step — Start the Pollbooks

Closing the Pollbooks

New Pollbook Feature

Supply Return Sheet




There are several Checklists in the Manual

Pre-Election Checklist

Monday Set-up
Checklist

Election Day Opening
Checklist

Election Day Closing

Checklist e e ™ k; )\  Manual
TR
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QUESTIONS?
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Office Titles in Precinct

Equipment
Provisional
Specialist

Language
Officer

Election
Officer




Office Roles in Precinct

Pollbook Voting Booth Scanner
Officer Officer Officer

% PRINCE WILLIAM
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Welcome To Your Precinct

Entrance

Exit

-
Checkin ; )
Station g Chief Table
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ADA Machine
*If needed
(unable to mark ballot

" independently)

9 Marking Station
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Marking Station ;
Reminders

-No Talking While in
the Marking Station
-Cell Phone research
is allowed

@ PRINCE WILLIAM




HOW TO CHECK IN A VOTER

1. Ask voter for identification and verify it is an acceptable
type of identification. If voter does not have acceptable
identification, they can complete the ID Confirmation

Statement instead. n —

2. Look up voter on the pollbook
using manual entry or the hand

H OW l o scanner (for licenses or voter
registration cards).
3. Select the correct voter on the

pollbook. —_ .
ecK-In
4. Ask the voter for full legal name and current residence.

The voter can confirm their name/residence matches the
identification instead of stating it out loud.

a Vot e r 5. Verify the information on the
pollbook is correct. If address
does not match the pollbook or

the voter is flagged, send them
to the Chief/provisional station.

AY0d NOILI3IT3

6. State aloud the name of the
voter only. Do not state the address aloud.

7. Click the “Check In Voter” button in the pollbook.

I age 8. Click the “Continue” button.
7 9. Click the “OK” button.
5 10. Give the voter a ballot in a privacy folder.
If a voter has ID issues or a flag in the system that will not

allow them to be checked in, refer them to the Chief/
Provisional station. This helps keep the check in line moving.

@ PRINCE WILLIAM



® Three letters of last
name, then a
comma, then three
letters of first name
(add comma and
“year of birth” if
needed)

® Remember there is
an Advanced Search
— See Leadership for
assistance

/Pollbook Reminders

. Search Type i

Q} PRINCE WILLIAM




P9IIbook Reminders Cont.

® THREE click process
® (4 for Primary)
® “Check in Voter”

® (Extra Step in Dual)
“Which Primary are
you voting in today?”

® “Continue”
o \\0 KII

°*RED means T
“Checked-In"

PRINCE WILLIAM




NEW

We've added a field in

the bottom left corner.
See what time and

which device they were
checked in for situations

where an EO believes

that an individual has

already voted.

VOTER INFORMATION

First Name: Albert

Middle Name: NMN

Last Name: Smith

Suffix:

Year of Birth: 2000

Address: 11777 Gallop Ln
ity Bristow

T

Voter ID: 111111111

Absentee:
Status: Active

Precinct: 101 - BRENTSVILLE

Congre

Town:

ss: 10 Senate: 029

NEW - Check In Info

will be blank prior to checking in a voter

First Name: Albert
Middle Name: NMN
Last Name: Smith
Suffix:

Year of Birth: 2000

Check In Time & User/Device

will display if voter info screen
is reopened

'VOTER INFORMATION

Voter ID: 111111111

Absentee:
Status: Active

Precinct: 101 - BRENTSVILLE
Congress: 10 Senate: 029

Town:

PRINCE WILLIAM




| Search Type Last Name, First Name, Year of Birth | Search All |:|

Advanced
Search

Last Name First Name Middle Name ‘ Suffix Year of Birth Voter ID

Default Screen

Voters in Statuses
Counter

L 4

2025/10/07 | Total Voters ‘ Check In 0101 | Poll status @ ‘ 8
59%

User Poll Sync Power

0 usr0101a Open 0

9:12:28 AM 351



Advanced
Search

| Search Type Last Name, First Name, Year of Birth | Search All |:|
'd ™y
Last Name First Name Middle Name ‘ Suffix Year of Birth Voter ID

Default Screen

Menu
‘“Hamburger lcon”

[i] usr0101a

2025/10/07 Total Voters ‘ Check In ‘ 0101 Poll Status

9:12:28 AM 351



Open Polls

Pollbook
Summary

Log Qut of Peripheral
Pollbaok Devices

A

Open Polls

Import Live Auto Issue
Backup Logs

. Suspend Polls

Pollbook Surnmary Location Summary Add Location Note

Yof
=

Sync Status

Street Look-up Polling Locations Print Ballot Add Voter Device Vioter Activi




[ |
= - T Yof
Log Qut of Peripheral Import Live Auto Issue
Pallbook Deavices o itg Logs Sync Status

Close Polls

Pollbook Surnmary Location Summary Add Location Note

Street Look-up Polling Locations Print Ballot Add Voter Device Vioter Activi




| Search Type Last Name, First Name, Year of Birth | Search All |:|

Advanced
Search

Last Name First Name Middle Name ‘ Suffix Year of Birth Voter ID

Voter Check In

0 usr0101a Open

2025/10/07 | Total Voters ‘ Check In ‘ 0101 | Poll status ‘ @ ‘ 8
0 | 59%

9:12:28 AM 351



VOTER INFORMATION

First Name: Albert
Middle Name: NMN
Last Name: Smith
Suffix:

Year of Birth: 2000

Voter ID: 111111111

Absentee:
Status: Active

Address: 11777 Gallop Ln

City: Bristow

Check In Info:

Precinct: 101 - BRENTSVILLE
Congress: 10 Senate: 029

Town:

House: 022

.

Voter Information
Screen

Add Voter Note

0 Ready to Check-In. ‘

( ( Check Voter In )

Return to Search

2025/10/07
8:59:00 AM

Total Voters
351

Check In
0

0101
usr0101a

Poll Status @ .
0
pen 0 | 6%




VOTER INFORMATION

First Name: Albert
Middle Name: NMN
Last Name: Smith

Suffix:
Year of Bir m
Address: 11 7P Ln

City: Bristow

Check In Info:

Voter ID: 111111111

Absentee:
Status: Active

Precinct: 101 - BRENTSVILLE

Congress; Senate: 029
Town

House: 022

.

Red Text

Add Voter Note

0 Ready to Check-In. ‘

( ( Check Voter In )

Return to Search

2025/10/07
8:59:00 AM

Total Voters
351

Check In
0

0101
usr0101a

A
Poll Status @ .
0
pen 0 | 6%




VOTER INFORMATION

First Name: Albert

Middle Name: NMN

Last Name: Smith

Suffix:

Year of Birth: 2000

Address: 11777 Gallop Ln
City: Bristow

Check In Info:

Voter ID: 111111111

Absentee:
Status: Active

Precinct: 101 - BRENTSVILLE
Congress: 10 Senate: 029

Town:

House: 022

.

Add Voter Note

0 Ready to Check-In. ‘

( ( Check Voter In )

Return to Search

2025/10/07
8:59:00 AM

Total Voters
351

Check In
0

0101
usr0101a

A
Poll Status @ .
0
pen 0 | 6%




Please give Voter Ballot

Ballot Style 1 D QOutsidePolls

[] Affidavit

Continue Cancel




Success

Voter has been
checked-in and is to

be given a ballot.




°
‘/ ‘ \| Search Type | Last Name, First Name, Year of Birth v | Search All [ ] g
L ) 3
' N
Last Name First Name Middle Name ‘ Suffix Year of Birth Voter ID
| Smith Albert NMN 2000 111111111
0 Smith Brian NMN 2000 111111112
Q Smith Charles NMN 2000 111111113
O Smith Dexter NMN 2000 111111114
0 Smith Elizabeth NMN 2000 111111115
Q Smith Frederick NMN 2000 111111116
Q Smith George NMN 2000 111111117
O Smith Hanah NMN 2000 111111118
O Smith Igor NMN 2000 111111119
O Smith Jimmy NMN 2000 111111120
- o J

2025/10/07 | Total Voters Check In ‘ 0101 | Poll status @ .

usr0101a Open 19%

9:02:05 AM 351 1



VOTER INFORMATION

First Name: Albert

Middle Name: NMN

Last Name: Smith

Suffix:

Year of Birth: 2000

Address: 11777 Gallop Ln
it Bristow

Check In Info:
2025-10-07 09:01:57 AM

\ usr0107a

Voter ID: 111111111

Absentee:
Status: Active

Precinct: 101 - BRENTSVILLE
Congress: 10 Senate: 029

Town:

House: 022

Add Voter Note

Voter is aflready V This voter has voted.
y checked in.

Undo Check-In |

Return to Search

2025/10/07
9:02:36 AM

Total Voters
351

Check In
1

0101
usr0101a

A
Poll Status @ .
0
pen 0 | 49%




* VIRGINIA =

DEPARTMENT of ELECTIONS

Voter ldentification

Allvoters casting a ballot in-person will be asked to show cne form of identification, Any voter who does not present acceprable
Identification may instead sign a statemant, subject to felony penalties, that they are the named reghtered voter who they claim to

b, Anvy woter who dogs mot present acceptable identification or sign this statemaent mast vote a provisional ballot,

I8 Accopted?
Yas, may be cunrent or expired.

Yes, may be cwrrent or expired.

Idemification

Virginla driver's boprss

Only 2 IDs are required

Yo

Wirginia D8AV-issued ID cand
Valid amployes 1D card, containing a photograph, [ssued by voter's

employar in ordinary course of business (public or private employer)

Yes
Yes. Acceptable in electronic form only If It 13 an offich

adopted method of Esuing a student ID by the

Phave a photo:

-Employerissued ID
-School ID issued by a school

Government-issued 1D card from a fedaeral, Vieginda, or local political
subdivision
e of the 11 tribes recognized by
outside Virginia

o Note 2: Never turn a voter away
for lack of valid ID - Always offer

the option to sign the ID
Confirmation Statement

LS. Milicary D
Valid student ID ssued by a public or private high school or

institution of higher education located in Virginia
Valid studant ID, contadning a phaotograph, Biued by a public
of private institution of higher education located in the LS.

Yas. Acceptable in electronic for
adopted method of issuing 3

Valid LS. passport o passport cand

Voter confirmaticn documents

Valld tribal enrollment or other &

e (o) P

Nursing home resig

Current

AP

driver's licernse

#tudent ID from a high school located outside of Virginla
Membership card from private organization displaying a photograph
Mo
Mo. Nearly idant ical in sppearancs 1o driver's licenda oF D

Credit card displaying a photograph
msised 1D card, Froet of card will display 9" under restrictions;
back will state that the restriction & “LimEed duration,”
@ PRINCE WILLIAM

Virginia Driver Privilege card {limited-duration license, permit or

Britalring the name and

Mo

Ne

special identification card)
5 akd" meard the document i penuine and i not expired Ffor mane than twebve mosths, enoept for & Vinginia driver's license or DV-ssued 1D

card, far which the expiration date should Aot be condidered when determining its validity.
**The eleven recopnised tribet se: Cheros nhaks (Mottowiy], Chickahaminy, Chickahaminy Esitern Division, Mattaponl Moascan, Nansemand,
Hatieway, Pamunioey, Palawomedk, Bappahannack. and Upper Mattagoni. (MEp ) weew camman weahb vrpin s pehvinginks-ind isn 4/ ate-
Rawv. 813023

reCognined-17ikse )
Vingini Cacde § 247543181
T —
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DMV Electronic ID Demo

® Can only be accessed via VA mID app

® QR Code is not scannable like

a barcode

® Pollbook manual search only

® Not expected to be commonly used




Voter State Tag Description

Ready .
0 I I b O O k n FI a g S" for Check-in | Proceed with check-in.

AB Unmarked

When Checking
in a Voter

\\ Sta t e S & Ta g s'l This voter is marked Same-Day Registration.

AB FWAB - This vater submitted a federal write-in absentee ballot.

Wrong Precinct| Voter is at the wrong precinct.

V This voter has voted.
*This voter was checked in at your precinct.

AB Issued - A ballot was mailed to this voter. If voter does not have
ballot, they may only proceed provisionally.
Inactive Voter or Address Confirmation

If Voter has not moved, complete Affirmation of Eligibility form and
voter may vote on machine. If voter has moved, follow move rules
sheet.

Suffix (Jr., Sr.) Tag
Verify year of birth if voter has this tag.

@ PRINCE WILLIAM



Pollbooks
Driver’s Privilege Card

=De v : VA, USA

vidguuid DRIVER'S LICENDE

Customer rdewrifier

T16100185

IN"ES JR
TYLER, ANDREW

ddrens
103 COMMONWEALTH BLYD
EMPORIA, VA 23847

....

e 08/17/1992

In ORI
L2201

Ex
08/17/2022

Date of borth ,(f RI‘
"

T o

'Ouph
DD 061234547

00226500000000000

Is this ID acceptable? PRINCE WILLIAM



When to Send Voter
to the CHIEF

®Inactive Voters

® Absentee Issued



When to Send Voter

to the CHIEF Cont.

*Wrong Polling
Place (or cannot
find on
Countywide
Lookup)

®Overseas
®Already Voted



When Do Voters Get a
PROVISIONAL BALLOT?

Absentee
Voters
without
ballot

Not on
your

Pollbook

Already
voted

PROVISIONAL
BALLOT jb-X,

SEND THESEVOTERS TO THE CHIEF

@ PRINCE WILLIAM




QUESTIONS?
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Pollbook Setup Video

Just in-case you are asked to assist

@P RRRRR WILLIA M




Setting Up The
Pollbooks




Scanner Reminders Cont.

®You need to be
behind the
Scanner while
voters are
scanning ballots.

®You should be
able to see the
“blue light.”

{:} PRINCE WILLIAM



Scanner Reminders Cont.

®If a ballot gets
rejected, you need
to engage with the
voterto determine
the issue.

® Remind the voter
that the American
Flag on the screen
indicates that the
ballot was accepted

{:} PRINCE WILLIAM



De-Escalation

*Remain Calm
eListen to Voter

Egﬂh'TFNAGLM AND *Explain the Issue if
A Guide to Keeping Calm POSS' bI e
at the Polls
*Send Voter to the
Chief

* Pamphlet will be in Chief Bag

@ PRINCE WILLIAM




What to do after the polls are closed

Please use the Closing
Checklist in the Manual

Don’t close down
equipment until all
voters have voted
Clean up

Remove all tape
Take down signs
Put tables & chairs
away

Clean up food area

Reminder: If a voter is in line at 7pm — They CAN vote!

PRIORITY TASKS

Closing Checklist

Close the doors to the polling place
Check emergency ballot bag (scan ballots)
Complete the Pollbook Summary

Close Polls on the ballot scanner (p. 120)

e In g Chief: Report results in Tallypoint

Double check all work for accuracy. Complete by 7:45.

Close the pollbooks (p. 124)

Remove ballots from ballot scanner and pack Box #3
Pack the Scanner (p. 121) and Ballot Box (p. 122)
Breakdown and pack the Touch Writer/printer (p. 123)
Chief completes the SOR (p. 125)

Pack unused ballots in Box #6

Empty Ballot Drop Box into (new) Envelope #9 (p. 125)

CHECK YOUR WORK

DooooOoooo0ooOoood] Ooooao.

Clean up the polling place (p. 126)

Complete polling place closing paperwork (p. 128)
Make sure officers sign ALL tapes and required forms
Pack and seal all the envelopes properly (p. 128)
Double-check you have all drop off items (p. 130)

Two officers must return ballots and key items (p. 130)

PRINCE WILLIAM COUNTY, VA

ONISO1)

Page
119
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4 )
Pg.30 Equipment Cage — Chief direction only! Try to put
items away safely and neatly

g J

s R

\ J

s R
Pg. 64 Pictures of the Outside Signs that you may be
asked to put out

\ J

s R

\ J

s R
Pg. 72 & 73 Outside Polls procedures — Read manual and
see Chief

. J

s R

\ J

Manual
Honorable
Mentions



4 )
Pg. 102 Prohibited Area — 40 ft away from front door is
considered part of the precinct

. )

4 )

g J

4 )
Pg. 104 Authorized Person in the precinct — Other than Poll
Watchers

N\ J

4 )

Pg. 106 Poll Watchers — They are concerned citizens and
should be treated with kindness

- J

Manual
Honorable
Mentions



Training Videos

Marking Stations - Voting Booth Officer(Pg 84)

watch on (£ Youlube

7= . 10+ Videos

* PowerPoint
Training Slides
* Manual

w Touch Writer Disa... :
.9
A=

<-' y



QUESTIONS?

@ . WILLIAM



Thank YOU!

Make your day a great election day!
November 4", 2025

Please Submit Attendance Survey
(virtual only)

@ PRINCE WILLIAM
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