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Processing a voter in DIMS

Scope

This procedure outlines the process used in the Early Vote Center to issue Voters Replacement
Mail Ballot, Early Voting Ballot, Picking up another Voters Mail Ballot, Releasing Mail Ballot to a
Voters Representative, and Issuing Provisional Ballots. The users of this procedure are the Early
Vote Team in the Communications Department.

Processing a Voter in DIMS

This section will guide you on how to process a Voter in DIMS and print an envelope. The ballot
will be produced by either the Mobile Ballot Printer or the backup printer.

1) Open Dims on your computer

J Getting Started
! Connect 10 o Projector

*{‘5 Remote Desktop Connection

Sticky Notes

‘3& Snipping Toal
E Calculator
.j Paint

»  AllPrograms

Seorch programs and files
B
s

2) Log into Dims using your Windows account

/7 RUNBECK ) DIMS.net Election Management System

ELECTION SERVICES™
v 2021.07.15.12881

LGS LT My Windows Account v

[T 8 Prod EMS

3) Locate and click on the Voter Icon
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File Voters Precincts Streets Districts Polls  Workers Elections  Miscellaneous Window  Help

FOEN FYFYL

4) A new window will open; enter the Voter’s name into the appropriate fields

Voter Search

Criteria Result

Search Scope
@ Local O Statewide/County v | [[] Incl.Confid Voters Show Sig.

Name Residential Address
Last Name: (LOZADA 00 Tye: (Senderd -
First Name: AUDILIA House#: Frac _/_ Pre: ol
Middle Name: Street: Typ -
Soundex Alt/Prior Names Post: - Bldg: Unit
Birth Date: vl v| I v City: Stat CA v Zipp ____ -
Birth Place: v =
[] Use Alias Table
(>) SSN. DL, IDs and Mailing Address

5) Click Search at the bottom of the screen

Search Cancel
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6) The Voter’s name should then appear, highlighted in blue.

Criteria Results

L J

Search Criteria: Local: . Name: LOZADA. AUDILIA

S P\ LASTNAME FIRSTNAME INT DOB POB HOUSE FRAC PRE STREET TYPE DIR

1
2 m

A BRADFORD LARRY

1 BRADFORD ____LATISHA |

IMPORTANT - If the Voter’s name is highlighted in either black, red or yellow, inform
the voter that they are going to have to reregister before they can proceed.

7) Double click on the name highlighted in blue
8) The Voter Information page will open

— ———|
(@3 AUDILIA DENISE LOZADA 2807464 - *~+=~ PERM AV *+=+ E=n OR[>
Voter Details | Properties | Misc | Notices/Flags |
County Info | State Info (SV) | Name I Prior Name | Alternate Name I
Prefix: [ V]
Status: [ACTIVE v First: AUDILIA
Reason: | X-DMV - RESIDENCE ADD CHANGE '] Middle: DENISE
Affidavit: Last: LOZADA
wsose: [ st (v oan oo (D
DMV Lic: SSN: __ . .

Residence
Type: ‘Standard v
House#: - Frac: _/_7 Dir: E]
srec: [ e

Post: E] Bldg: 7 Unit #: -
cry: [ z: [
-

| Deete || Pw | | o || comce |

9) Verify that all the information on the application matches with the information in DIMS
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10) Record the Voter ID on the top right corner of the front of the application.

Name | PriorName | Alternate Name |
Name
Prefix: [ v]
First: AUDILIA
Middle: DENISE
Last: LOZADA

s (=) wan v [

IMPORTANT - If the information is different, the voter should be instructed to reregister. If
the time period is after the close of registration, the voter should be issued a CVR ballot.
Contact your supervisor for assistance if needed.

11) Click Cancel.

J |
o |[ conen |

12) You will now be returned to the previous screen.

13) Click the yellow envelope located at the top of the screen.
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File Voters Precincts Streets Districts Polls Workeg — Miscellaneous  Window  Help

S . A e s E

14) A new search screen will open.

By Name | ByAddress | ByNamelAddress | ByID |

Enter full or partial name
Last: | e
First: Middie: POB: | ~|

Soundex Search Alt/Prior Name DOB- &

15) Click the “By ID” tab and enter the Voter ID.

By Name | By Address | Bmmpddms

Eﬂerfulorpaﬁalnane
Last: | CITY: Locate
First: Middle: POB: | ~|

Soundex Search Alt/Prior Name DOB: _/_/

.. I @ = «cmmiicenm - . - - [P p—— J—— |

16) Click on Locate.

F

i | ByiD |

# S. P. LAST NAME FIRST NAME ... DOB POB HOUSE  FRAC

W ¥ L0zaDA AUDILIA
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18) Click on Select.

CJZADAi —,
Bl

19) A popup will appear asking if the current election set to default is correct.
a. If yes, click the Yes button and proceed to step #
b. If no, proceed to step #20

20) If you are not in the correct election:
a. Click No in the dialog box

Select Default Election

Use the default election currently set to:
11/04/2014 (131) 2014 STATEWIDE GENERAL ELECTION “
|
A

b. Select election from the drop down menu

B
| e N A

Sabec Dt et

St the detault o ordy e Cemn Mot seascn o

Dute 0 Decson
(00232018 137 re OESENT MEMORIAL WEAL THOMRE DrST =)

WL O CBA T B e B MRAGE) SFECIA Do TRCT ELECTION
O 75015 (12 CONSOLCATED MAS RALOT RUECTON
TS (137 -u.tgn MIMORAL »c.xnum DeST SMICUL ELICTION

» »
r—bal

In;cw. Th) CITY OF CHMD R0 nr(*rm

c. Click Select

21) Did a dialog box open with the warning that says “Warning, This Voter has already
received AV Ballot”?
a. If yes, proceed to step #22
b. If no, proceed to step # 28
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22) Click Ok on the popup.

24) Click Suspend

ts L

| Reject |

Enter AV Rejection System.

25) A new dialog box will open stating, “Do you really want to suspend this AV Record?”,

click Yes.

26) Another dialog box stating “Totally remove the Record(s) and all subsidiary records?”,
Click Yes.

————

27) Search the voter again and open their file
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By Name ] By Address I By Name/Address ] By ID |

Enter full or partial name
Last: | CITY:

First: Middle: POB: |

[7] Soundex ["] Search Alt/Prior Name DOB: _/ /

28) From the Category drop down, you will select Counter Absentee.

IMPORTANT - If the Voter has elected to use the BMD, the Category should be Early Voting

Election: { 11/03/2015 (139) 2015 CONSOLIDATEL ~ J Downloaded:

voerD: [N o D oo

#Hlssued: 5 lssd: 10/02/201508:14:53  Retum Source:

Category: |[COUNTER ABSENTEE - Retum Date:
Source: |OFFICE v

Stub: Challenge Code:
mERRT B0,  TWUVIVII WWW Hetum Source
Category. | EARLY VOTING - Retum Date

Source: OFFICE .

29) From the Source drop down, you will select Office.

Bection: [ 11/03/2015(139) 2015CONSOLIDATEL ¥|  powrioaded:

VoteriD: [IIIEEEEE D _ Voter Sent:
#lssued: 5 Issd: 10/02/201508:14:53  Retum Source:
Category: |[COUNTER ABSENTEE v Retum Date:

Source: |OFFICE

Stub: Challenge Code:

[T Verfied?

[
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30) Verify that the Voter’s signature located on the screen matched the signature on the
application.

Source: lUH'Lt 'J || Veritied?
Stub: Challenge Code: | -

| MaingAdd || Suspend || PriorBallots || Resend || Pt || Atachments

31) Locate the “Ballot Type” under the Voter tab.

Ballot Type: 1105

Party: NPP

Blection: | 11/04/2024 (4144) CTENOV 4, 2024 EL ~

32) Record the ballot type on the application in the corresponding field.

Issuing Clerk Name: Ballot Type: Serial Number:

| Location: ROV Apple Valley Joshua Tree Ontario Victorville |

33) Turn envelopes the opposite way with the Blue Bar in the top corner.

34) Verify the correct envelopes are on the correct printer and placed properly.
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35) Click Print.

N

] (ProrBotots ] [ Fesens | [ [ tomens |

Ql

| ok || concel |

36) A “Green Light Scenario” will appear. Press Ok.

Green Light Scenario

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

37) A dialog box with a Transaction number will appear.

DimsNeT X

0 Transaction (# 19646327) 10/11/2024 12:03:43

38) Record the transaction number on the application in the “Serial Number” field.

Issuing Clerk Name: Ballot Type:

| Location: ROV Apple Valley Joshua Tree Ontario Victorville |
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Print Envelope Setup in DIMS

The Print Setup occurs the first time you try to print an envelope after opening DIMS. After
setup, the envelope will automatically print after you press “Print” from the yellow envelope

voter screen.

1) After pressing Print, a “Select item to print” section will appear.

2) Click the “AV Counter Lbl (San Bern)” option.

support

é

Select item to print:

BALLOT ON REQUEST
R705.00 AV Counter Lbl
R705.00 AV Counter Lbl Both

R705.00 AV Counter Lbl (Res)
R705.12 AV Envelopes

3) Click “OK” within the section.

Select tem to print:
BALLOT ON REQUEST

R705.00 AV Counter Lbl
R709.00 AV Counter Lbl Both
R709.00 AV Counter Lbl (Res)
R709.12 AV Envelopes
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4) A “Green Light Scenario” will appear. Press Ok.

Green Light Scenario

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

S

5) A dialog box with a Transaction number will appear.

DimsNeT X

0 Transaction (# 19646327) 10/11/2024 12:03:43

6) Record the transaction number on the application in the “Serial Number” field.

Issuing Clerk Name: Ballot Type: Ferial Number: I

[ Location: ROV Apple Valley Joshua Tree Ontario Victorville |

7) Press OK on the DimsNeT Dialog Box.

DimsNeT X

o Transaction (# 19646327) 10/11/2024 12:03:43
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8) Print Setup box will appear.

Print Setup X

@ No Printer
Printer
Name: ROV-Copier(2 on ROV-VPPRINT01.sbcounty gov (redirected 5
Properties
Status: Ready
Type: Remote Desktop Easy Print
Where: TS007
Comment:
Paper Orientation
Size: Letter v O Portrait
Source: Auto O Landscape
Reset to Default “ Cancel

9) Uncheck the “No Printer” box.

10) Find and click the correct printer name.

Print Setup X

DNo Printer

Printer

Name: ROV-Copier02 on ROV-VPPRINT01.sbcounty.gov (redirected 5)
Adobe PDF (redirected 5)
Fax

Status: Fax {redirected 5)

Tow: Microsoft Print to PDF

ype: Microsoft Print to PDF (redirected 5)
Where: Microsoft XPS Document Writer

g Microsoft XPS Document Writer (redirected 5)
Comment: OneNote (Desktop)

OneNote (Desktop) {redirected 5)
Paper ROV-001433 on ROV-VPPRINTO1 sbcounty.gov (redirected 5)
} ROV-002493 on ROV-VPPRINTO1.sbcounty.gov {redirected 5)
Size: ROV-Copier01 on ROV-VPPRINTO1.sbcounty gov (redirected 5

ROV-Copier02 on ROV-VPPRINTO1.sbcounty.gov (redirected 5)
ROV-Copier03 on ROV-VPPRINTO1.sbcounty.gov (redirected 5)
ROV-Copier04 on ROV-VPPRINTO1.sbcounty.gov (redirected 5)
ROV-Copier05 on ROV-VPPRINTO1.sbcounty.gov (redirected 5)
ROV-Copier06 on ROV-VPPRINTO1.sbcounty.gov (redirected 5)
ROV-Copier(7 on ROV-VPPRINTO1.sbcounty.gov (redirected 5)

Source:

11) Change Paper Size to “Envelope C5”.

12) Change Orientation to “Landscape”.
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13) Click “OK”.

Print Setup X

(") No Printer
Printer
Name: VROVCopierOZ on ROV-VPPRINTO1.sbcounty gov (redirected 5)

Properties

Status: Ready

Type: Remote Desktop Easy Print
Where: TS007

Comment:

Paper Orientation

o

Reset to Default Cancel

*NOTE: warning message may appear. Click “OK” and proceed.*

14) The envelope will not print and the “Find Voter” screen will return.

15) Click on the voter name to highlight in blue.

# S. P. LAST NAME FIRST NAME .. DOB POB HOUSE  FRAC

AUDILIA

16) Click “Select”.

CmCd

17) A dialog box will open with the warning that says “Warning, This Voter has already
received AV Ballot”.
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18) Click Ok on the popup.

20) Click “Print”.

YA AAD

) (i (o[ ] (s )
:] \ fewbach || ok || Concel |

21) Write your name on the issuing clerk line and circle your location: “ROV”

Issuing Clerk Name: Ballot Type: Serial Number:

| Location: Apple Valley Joshua Tree Ontario Victorville
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22) Verify the ballot type matches the ballot type printed on the envelope.

Issuing Clerk Name: Ballot Type: m Serial Number: 19646327
N—~—e .’
| Location: ROV Apple Valley Joshua Tree Ontario Victorville |
0000
AUDILIA LOZADA.

777 E.RIALTO AVE
SAN BERNARDINO, CA
9415

11/5/2024 3349823

23) Provide the ballot to the voter if Ballot Stock is available. If there is no Ballot Stock, print
the ballot on the MBP.

IMPORTANT - Activate the ballot on the BMD if the voter requested to use the machine.

24) Give the ballot to the Voter and instruct them to sign and date the envelope.

25) Direct them to the polling booth.

26) Place in the application in the appropriate tray.
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Processing a CVR/Provisional Voter in DIMS

1) If the E-15 deadline has passed, start by searching for the Voter in DIMS.

2) Click on the Yellow Envelope icon.

File Voters Precincts Streets Districts Polls  Workers Miscellaneous  Window  Help

&

3) Search the voter by name

}3 Find Voter

[ ] A | c P F

Enter full or partial name

Last: : Locate
First: | Midde: | : v
[ ] Soundex [] Search At/Prior Name : (] Needs Evaluation

| larariie A 1t alT oAt FiAAT AL - 1 nAn nAn

4) Click Locate

5) Did a dialog box open with the warning that says “Warning, This Voter has already
received AV Ballot”?
a. Ifyes, proceed to step #6
b. If no, proceed to step #8

6) Click Ok on the popup

A Warning. This Voter has already received an AV Ballot
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7) Click No on the popup that says “Do you want the system to issue a Rejection Notice?”

8) Click on the Elections tab.

9) Locate the Ballot Type and record this on the Voter’s application.

‘/oteriairic! I Flags I
Voters Hecion Leials:
0735 C08523A40E4B35BUHI30755  SER NO: [795] HIGHLAND FAMILY YMCA
0854.00 - CD8S23A4024B3SBUHI20064 7793 CENTRAL AVE
Paty: DEng' ENG Baich = 804489: Envelope = 153
(#11706600) 5/8/2020 6:27:48 FM Curert Batch = 804489, Envelope = 153
Issuing Clerk Name: !Ballot Type: ISeriaI Number:
| Location:. ROV Apple Valley Joshua Tree Ontario Victorville

10) Exit out of DIMS.

11) Complete the CVR/Provisional envelope.

12) Verify that the information on the CVR/Provisional envelope matches the information
on the application.

13) Voter will sign the CVR/Provisional Envelope.

14) Inform the voter to tear off the stub and keep it for their records.

15) Write “Provisional” in the Serial Number field of the application.
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Issuing Clerk Name: Ballot Type:

| Location: ROV Apple Valley Joshua Tree Ontario Victorville ]

16) Provide the ballot to the voter if Ballot Stock is available. If there is no Ballot Stock, print
the ballot on the MBP.

IMPORTANT - Activate the ballot on the BMD if the voter requested to use the machine.

17) Direct them to the polling booth.

18) Place in the application in the appropriate tray.
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