SAN BERNARDINO

COUNTY

REGISTRAR OF VOTERS

Processing Returned
Faxed Ballots

PROCEDURE DOCUMENT - Version 2.0

Noor, Kamelyta
1/28/2020



San Bernardino County Registrar of Voters
Processing Returned Faxed Ballots (Version 2.0)

Processing Returned Faxed Ballots

Scope
This procedure outlines the steps to take when processing returned ballots from UOCAVA voters
received through FAX.

California Elections Code Section 15101. (a) Any jurisdiction in which vote by mail ballots are cast may
begin to process vote by mail ballot return envelopes beginning E-29 (29 days) before the election.
Processing vote by mail ballot return envelopes may include verifying the voter’s signature on the vote
by mail ballot return envelope pursuant to Section 3019 and updating voter history records.

Before processing, you must make sure that:

1. We received 2 documents:

a. The Oath and Declaration of Voter

b. Ballot
2. Verify:

a. The Oath and Declaration of Voter form is signed

b. The form has the voter’s ID and Name

c. The Number of Pages written correlates with the number of pages received
3. Date Stamp both documents

Warning — do not process returned faxed ballots on Election Day in the AV Election table. These will
be processed E+1. This is in case a voter goes to the polls.

PROCESS PROCEDURES 1 Revision Date: 01/18/2023



San Bernardino County Registrar of Voters
Processing Returned Faxed Ballots (Version 2.0)

Processing the Returned Ballot

1.
2.
3.
4.
5.

File Voters Precincts Streets Disticts Polls Workers Elections Miscellaneous  Window  Help.

Log into DIMSnet

Click on Enter Absent Voter Ballots icon (Yellow Envelope)
Enter the voter’s Name or Voter ID

Click Locate

When the voter’s name comes up, click Select

CLEN FEF1=1

] a 1 c 3 F

ByName | ByAddress | ByNamelAddress By ID |

Check desied search method then enter crieria

voerd v EEEE ] Locate

[ Ts-PAv AFFIDAVIT _ LASTNAME FIRST NAME INT DOE POB HOU.. FR. PRE STREET TY.. DR _APT CITY q

PVT_ GRAND TERRACE [

SAN BERNARDING, CA [ BackautON == @

6. Click OK on the AV/VBM Ballot Issued dialogue box.

i Warning. This Voter has already received an AY/YEM Ballot

QK

7. Click No on the Rejection Notice dialogue box.

@ Do you want the system to issue a Rejection Motice?

Yes Mo
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8. The Absentee Module comes up with the voter’s details

| SE=

Voter } Election ] Dlstrld] Flags I

Voters Mame and Address on File:

Current Ballot Information Current Election Information

Name: Name:

Address Address

Mailing:
Ballot Type 790 Ballat Type 790
Party: DEM Party: DEM Active Ballots

Election: | 11/08/2022 (4136) NOVEMBER 8, 2022, GENERAL ELE v| Downloaded: | /7 |

VoterlD: (3710442 | 1D [14904856 | Voter Sert: [ /7 |
#lssued: |1 lead: Refum Source: s RAVEM?
Category: | 54 US CITIZEN RESIDING OUTSIDE THE US INDEFI | Retum Date: [10/14/2022 [ Needs Evaluation
Source: | EMAIL v] Verified?
Stub: | | Challenge Code: | ~
Type App: | \/|
How Recd: | V|
Voting Form: | V|

Aopl. Date: [_/_/__ |

Mailing Add Suspend Resend Aftachments

Delete Comments Reject Last Trans Cancel

9. Verify that that the information on the Oath and Declaration of Voter matches the information
in DIMS
a. Name
b. VoterID
c. Residential address
d. Signature matches
10. Verify that the Source is EMAIL and write the following on the Oath of Declaration:
a. The AVID
b. Category
c. lIssued date
11. Go to these fields and select:
a. Return Source - FAX
b. Return Date - Received date
c. Ifitis RAVBM - checkmark the box
d. Verified 2 check mark the box
12. Click OK
13. If Source says MAIL, suspend the ballot
a. Reissue a new ballot with EMAIL as the Source.
b. Add the voter's email address in the Mailing Add section of the AV table
c. The Absentee Module will close
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d. Click Select to bring up the Absentee Module once again
e. Proceed with the above steps
14. When you get the Green Light Scenario select OK. It just means there are no other active ballots
so you have the Green Light to process.

Green Light Scenario

8 No ballots exist as accepted for this voter for this election.

15. If you get the “Returned Ballot — Verified or In Review?” prompt

The Ballot has been Returned.

Has this Ballot's signature been verified or is the Ballot still In Review?

(@ Ballot is In Review
(O Baliot is Verfied

=

a. Select “Ballot is Verified” (you have verified the voter & the signature)

b. Do Not select “Ballot is in Review.” the system will automatically challenge the
ballot with the “In Review” Challenge code.

16. The Absentee Module will close
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Printing the Envelope

Once the information has been updated and put into DIMS, you must print the name and address on the

physical UOCAVA mail ballot return envelope.

1. Click Select to open the Absentee Module with the voter’s details again

2. Change the Source to Office
3. Click the Print button

Blection: | 11/08/2022 (4136) NOVEMBER 8, 2022, GENERALELE | Dowrloaded: [ 77 ‘
VoterlD: [4123409 | 1: [1as05712 | Voter Sert: [ /7 |
#lssued: 1 lssd: Retum Source: | FAX v [ Is RAVBM?
Category: | 4-AUS CITIZEN RESIDING OUTSIDE THE US TEMPO! | Retum Date: [11/08/2022 [ Needs Evaluation
I Source: | OFFICE ! v] Verfied?
Stub: ’— ‘ Challenge Code: | v

Type App: |

How Recd: |

Voting Form: |

Appl Date: |_/_/__

Mailing Add Suspend Resend Attachments
Delete Comments Reject Last Trans Cancel
4. Select R709.00 AV Counter Lbl (San Bern) and click OK
- ey -

ek | Election | Distict | Flags |
Voters Name and Address on Fle:

Current Ballot Information Cument El

ection Information

Name DANA SCULLY Name: DANA SCULLY (A)
Address: 12719 FILES RD UNIT X Address: 12719 FILES RD UNIT X
GRAND TERRACE, CA, 52313 GRAND TERRACE, CA, 92313
Mailing: FASTWOOD EXTRATEESTRIAL PH BR
BLK5LOT 19
SAN ISIDRO RIZAL 8876
Balot Type: 509 Balot Type: 509
Party REP Party REP I Active Balots
suppon
¥ Select le'-n to pant:
R% .00 AV Cgmle: \ Both
R708.00 AV Courter Lbi (Res)
R709.12 AV Envelopes
| o Carwcsl
Mailing Add ] [ Suspend Resend ] Print [ mtachments J
Delete Comments | | Reject | [ LestTans [ Ok J Cancel |
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5.

Lo N

The printer settings dialogue box will open up - select LEGAL for paper size.

[ No Printer
Printer
Name: \\rov-vprint\ROV-001724 v
Properties
Status: Ready
Type: HP Universal Printing PS
Where: ROV - MBVIG
Comment:
Baper Orientation
[ Size: Legal ] ~ O Portrait
Source: Automatically Select v (®) Landscape
Reset to Default OK Cancel

Take a UOCAVA return envelope (white with red text) place it on the printer.
Place the envelope flap up with the print area away from the printer.

Click OK

When this Green Light Scenario module appears, click OK.

Green Light Scenario

8 No ballots exist as accepted for this voter for this election.

10. The Absentee Module will close.
11. Once printed, pull up the record again and change the Source back to EMAIL.
12. Click OK

Information Confirmation

1.

No vk~ wN

Make sure the information on the printed envelope matches with the information on the Oath
and Declaration of Voter.

Insert the ballot in the envelope and seal it.

Keep the Oath and Declaration of Voter for future records.

Date Stamp the front and back of the envelope.

Write FAX on the front and back of the envelope.

If it is a RAVBM, write RAVBM on it too.

Give the envelope to Ballot Dept.

PROCESS PROCEDURES 6 Revision Date: 01/18/2023



San Bernardino County Registrar of Voters
Processing Returned Faxed Ballots (Version 2.0)

Email Them
1. Email the voter to confirm receipt of their faxed ballot and signed Oath and Declaration of Voter.

e From field = change your email address to mailballots.rov@rov.sbcounty.gov.

e Subject = Your faxed ballot for the "election name"
o Example election name: Your Faxed Ballots for the 2022 General Election

e Use the following verbiage in the body:

Dear voter name,
I am confirming that we have received your completed Oath and Declaration of Voter

and quantity of voted ballot pages via fax.

Thank you,

Entering the Information in the Log Sheet
1. Lastly, login the Name, Voter ID, AVID, Location, Status of the voter, Issued date and Return

Date by Fax.
2. The Log Sheet can be found here:

Authorization
Document Owner: MB / VIG Department Initiation Date: 03/03/2014
Version Number: 2.0 Date: 01/18/2023
Version Written By: Kamelyta Noor, Joeseth Perez
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