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Purpose

This procedure is followed to process Remote Accessible Vote By Mail (RAVBM) return envelopes.
RAVBM is a service that voters may use to mark a ballot and return it to the Registrar of Voters. Voters
may or may not have received a mail ballot from our office. There are different steps to validate and
return a RAVBM depending on the two issue scenarios, email or mail. Both scenarios must undergo the
same signature verification. Once the process is complete the envelopes are ready for extraction.

Scope

This procedure is only to be used in the Ballot Department and is not applicable to any other
departments. It has been designed for the Challenged Ballot Resolution Leads and any other personnel
appointed to reviewing and overturning challenged ballots. This procedure does not cover all possible
scenarios but will outline the most common occurrences.
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Scanning RAVBM Envelopes into System
Note: If possible scan envelopes before processing the envelopes.

1. Take VBM envelopes to Printer (ROV04)

a. Place VBM (1 at a time) top left corner on the glass

C.

Caunter

Select function to use.

d. Select BALLOT

o
.

e. Press CLOSE button
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i y,gm‘a"“am*,»‘“’.OP "

f. Change file type by pressing COMPACT PDF/FILE TYPE

i. GotoL:\Ballot\Z Temp Transitional\Scan

| Share Wiaw |

[ » This PC » OPS Mdsbocounty.govirov) (L) » Ballot » Z_Temp_Transitional Scan]

j.  Locate VBM and rename with voters AVID

TWaN Ballot Drop Box Ballot Security Log .. o/ 20 202 T 20T P File ToTder
TempCleanup 4/22/2021 10:37 AM File folder
[=] AvID_23597358 127972021 10:34 AM TIF File

2. Open MBPD



file://///sbcounty.gov/rov/OPS/Ballot/Z_Temp_Transitional/Scan
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e

Mail Ballot
Processi...

a. Click BlueCrest

Batch Management
Overturned Challenges
Reports

Mailing Extracts
Statement Tracking

[ BlueCrest

Signage - Modify
Ballot Preparation
Admin

Close App

b. Click PB Out To DIMS

Statement Tracking
BlueCrest
BlueCrest Batch Processing Tool

ment Console
PB Qut To DIMS
¥ tion

Wanda Repors
BC Server Files
Qrphans
Traylnfa

c. Open folder labeled Manually Processed

Mame

Flection
J—

Manually Processed

d. Open folder labeled RAVBM. Move the scanned files into this folder.

Mame

Damaged
Mizcellaneous
RAVEM
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DIMS.net
Logging-In B
1. Double-click the DIMS.net icon from the desktop. In“

2. Click on the Login button.

DIMS.net

RUNBEC K

BLECTRON SERVICES =

w 210038, 30037

DIMS.net Election Management System

Note: Make certain that the My Windows Account option in the Login Using field is selected. Your user
name should auto-populate in the User Name field. The Password text box should remain blank.

Locating Voter Record
1. Inthe window of DIMS.net, click on the Enter Absent Voter Ballots icon.

T= DIMS New Election Technology

File  Voters

-

Precincts  Streetzs  Districts Polls  Workers

£ NS e &

Elections  Miscellaneous

)=

2. Locate voter in Find Voter By ID tab and Voter ID.

£ Find Voter

A

I C P F

ByNanE | By Address ] By Name/Address

ethod then enter criteria

! ] Incl. Confidentials [ ] Needs Evaluation

Note: If the voter ID is missing, locate the voter by name
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Checking for Active Ballots and Voting History
1. Inthe New AV/VBM'’s by Voter ID Number window, click on Active Ballots.

=4 New AV/VBM's by Voter ID Number =5 Fon ==~
Voter I Election I District Flags
Voters Name and Address on Fle
Current Ballot Information Current Ballot Information
Name: MR MATTHEW F RANGER Name: MR MATTHEW F RANGER
Address: 370 PAMELA WAY Address: 370 PAMELA WAY
BARSTOW, CA 92311 BARSTOW, CA 92311
Mailed To: 370 PAMELA WAY Mailed To: 370 PAMELA WAY
BARSTOW, CA 92311 BARSTOW, CA 92311
Ballot Type: 3174 Ballot Type: 3174
Party: DEM Party: DEM Active Ballots

2. Verify that the voter has only one issued VBM in the Active Ballots window.

= |3

D Date Tithe SO5_ID VBEM Prov CVR  Pol/NC  County

110914/2021 | SEFTEMBER 14. 2021. CALIFORNIA GUBERN... |5225

A= ACCEPTED S = SUSPENDED
R = RETURNED | =ISSUED, NOT RETURNED

3. If there is more than one Active Ballot, make sure that the VBM, Prov, CVR, and Poll/VC columns
are either blank or only have an “I” for issued.

s l=l=)

505 1D WEM Praw CWVR Pall/VC  Courty
' | |SanBemardino
4357 | San Bemardino

Note: If any of the VBM, Prov, CVR, and Poll/VC columns have an “A” for Accepted or “Yes” that means
that this voter has already voted. Continue processing the VBM to step 17, then skip to Voter Already
Voted (VAV) section of this procedure.

4. Click OK on the Active Ballots window.
5. Inthe top left corner of DIMS.net, click the Find Voter Records icon.

Iﬁ DIMS Mew Election Technelogy
File  Voters  Precincts  Streets  Districts  Polls Workers  Elections  Miscellaneous

o S e NEE

£ Find Voter =4 MATTHEW F

Al A C P F Vater ] Electio
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6. The voter’s record window will appear. Click the Misc tab.

& =N e =

Voter Details | Properties Notices/Flags | VoteCal |

County Info ] State Info sV | Name l Prior Name Alternate Name ]

Voter ID: (65114737 | Name

Prefi: (naR ~

Status: ||:,qT,qL PEND v| Frst: | MATTHEW

Reason: |ADDP.ESSI\JG ERROR v| Middle: [F

Afidavit: |51F425642 | Last: [RANGER

Sig: 594213 | Auto Sia: [ Suffix: | Bith Date: [11/11/11

DMV Lic:|A123456 SSN:

7. Click on Voting History.

- (=N ==
oter Details Properties Misc Motices/Flags VoteCal
PYVEM Voting Connected Records
Category: PERMANENT ABSENTEE ~ List Houschold T Last
= Transaction
Type App: w
How Received: ~ Attachments Referral
Delivery 1: MAIL w

Disabilties Pend Codes

Opt Out

Applied: (071772006

8. Within the Voting History window, verify that the current election is listed. If the current
election is present, make sure that the Voted and Poll Voter columns have an “N”.
9. Click OK to close the Voting History window.

Date Title Big Voted Party Pol Voter AV Reguested AV Retumed

EYRrtZ 3B SEPTEMBER 14, 2021, CALIFORNIA GUBER... -II--II-__I

11/03/2020 | 2020 PRESIDENTIAL GENERAL ELECTION |
03/03/2020 | 2020 PRESIDENTIAL PRIMARY ELECTION | N DEM N Y N

Note: If either the Voted or the Poll Voter columns have a “Y”, that means that this voter has already
participated in this current election and already voted. We cannot accept this VBM envelope and it
becomes challenged as Voter Already Voted (VAV). Go straight to the VAV section of this procedure.

Once you have completed your research you can now begin the signature verification and overturning
processes.
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Processing RAVBM Printed from Email

1. Compare and Verify the signature on file.

Declaration of Voter / Deciaracidn del Votante Authorized Return Agent Agents de Devolucisn Autorizado

| declare under the Penaly of Perjury under e lans of e Site of
this emelop, that |

e voling, res
mail o fom any ofher ursdicSon for thes slecton

orcames de ninguna o2 rscicoén para estas elecoiones. o
Warning:

ignin your Your mailed MUST before Election Day
sign: ign on i offics. and received by the Registrar of Voters office no later than 7 days after
+Vobing bwics conséiiAss a crime. ,

Election Day.
Adverancis:

del Dia de
en recibir en I offcina del Registro de
dias despuds del Dia de Ia Eleccion.

RAVBM

: i Sufima debe
Ser equipsrable 3 su fiTna registrac en I oicina el Regist de Votantes.
« Votar dos veces constituye un defto,

BT 1729
Election Date: September 14, 2021

X We / MR MATTHEW F RANGER

Voters Signaturs 7 Famma dal Votants

Dete 7 Facha

RAVEM

2. Confirm issue source is Email.

Election: | MAT2021 (4128) 2021 CTE GUBERN, v|

VoterlD: 12345 ID: |158843 |
# lssued: |1 | lssd: |11/15/2021 00:00:00|

Category: | PERMAMENT ABSENTEE w

Source: | EMAIL —

Note: If the Source is MAIL, set this envelope aside. These are handled differently.

3. Write the AVID # assigned to the envelope.

Hlection: | 11/17/2021 (4129) 2021 CTE GUBERN. +
VoterlD: 12345 IID: 158843 l
# lssued: |1 | lssd: [11/15/2021 00:00:00

Category: | PERMANENT ABSENTEE v

Source: | EMAIL — |

4. Select MAIL for the RETURN SOURCE.

IHEtum Source:  MAIL -

Retum Date: _ /S /
[ Verfied?

5. Enter the RETURN DATE (previously stamped by Mail Ballot Sorters) and click tab.

Retum Source:  MAIL -

IHetum Date: _ 7/ /

] Verfied?

6. Check the VERIFIED box and the Is RAVBM box.
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Downloaded: | if |

Voter Sent: | / / |

Retum Source: | OFFICE V| le F-!:WEI'U'I?I
Retum Date: |_ /¢ [] Meeds Evaluation
Verfied?

7. Locate Ballot Type number and write it on the envelope in the upper right corner.

Voter l Election l District l Flags l
Yoters Mame and Address on File:
Current Ballot Information Current Election Information
MName: MName:
Address: Address:
Mailed To:
P—
| Ballot T:.rpe:l Ballat Type:
Party: Party:

8. Click the OK button

(i e ) [ St ]

| Comments || Reect || LlostTrns | | ok J| concel |

9. Re-enter the voters AV ID to confirm the RAVBM envelope now appears as returned.

Blection: |'|1J'D3.-ED2D[3958) 2020 PRESIDENTIAI v| Bemnloated: | .

# lssued: I:I |ssd: Retum Source: [ Is RAVBM?
Category; v| Retum Date: |_/__/ [ MeedflEvaluation

|
Source: | v| [ Verffied?
: |

Stub | Challenge Code: | W

10. This envelope can now be moved to the RAVBM READY FOR EXTRACTION rack.

10
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Processing RAVBM Printed from Mail

1. Locate voter in DIMS.net AV module By ID tab and Voter ID.

/D Find Voter

All A | C p F
By Hame | By Address | By Mame/Address l By ID !'
Check desired search method then enter criteria

1

[] Meeds Evaluation

Note: If the voter ID is missing, locate the voter by name

2. Compare and verify the signature on file.

.|
Declaratlon of Vioter / Declaracion del Votante HAuthorized Return Agent

Agents de Devolucidn Autorizado
| declare under the Penalty of Perjury under the laws of the State of Calfarria that | am the (A wrr !

o raturn Un

person whose name appears on this envelope, that | am a resident of the precinet in which | O "”’“”“"’"““"‘:ﬂ“““"’ [ mmomy il i il v s

am voling, reside at the address shown, ard have neither applied for nor intend to apply for a. Pt i cnivaga on Catfomis

‘miail kallot from any other junisdiction for this eleciion.

‘ena de Parjurit alas leyes del Estado de Califms:

cuyo nombre aparece en este sobre, que soy residente del diskito eleciorl en f que volars, porsen Sigrurtura

Qi i il 58 muesira, 1 una boleta utoria:

por comes de ninguna odra jurisdiceibn para estas elecoiones. perscnd i

Warning:

*Your ballot will not be counted unlesa you sign in your own handwriting. Your Ballots that are mailed MUST be postmarked on or before Election Day
signaturs must compars to your signature on fila at the Registrar of Votars offics. and received by the Registrar of Voters office no later than 7 days after
+Voting bwice conafitutea a crime.

Election Day.

* No secp!rlé:é 51 boleta a menos que fa firme con su propia letra. Su fimma debe: Las boletas que se envian por correo DEBEN tener matasellos del Oia de
. ﬁ;ﬁf&ﬁmﬁ?&ﬁﬁgm 2 oficina del Registro de Vatantes. la Eleceidn o ﬂ! antes y se ‘nebm rmfbrr en IE! aficing del Reg.u'tm de
Votantes a mas tardar 7 dias después del Dia de lo Eleccidn.

RAVEM

Election Date: September 14, 2021

X WK,,/ MR MATTHEW F RANGER

Woter's Signature / Firma del Votante

Date / Fecha

RAVEM

3. Confirm issue source is MAIL.

Hection: | 1772021 (4129) 2021 CTE GUEERN, v|

VoterlD: |1 | D | |

# lssued: |1 | tesd: [11/15/2021 00:00:00]

Category: | 4-AUS CITIZEN RESIDING OUTSIDE ™

Source: | MAIL

St

Note: Mail source online RAVBM must be suspended and reissued.

4. Click SUSPEND.

| Mailing Add || Suspend

| Comments || Repct || lestTrams |

WINDOW POP-UP: “Do you really want to suspend the AV/VBM Record?” Click YES.

11
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AVSuspend

e Do you really want to suspend this AV/WVEM Record?

tes

6. WINDOW POP-UP: “Totally remove the Record and all subsidiary records?” Click YES.
Careful!

e Totally remove the Record(s) and all subsidiary records?

Note: This will automatically kick you out of the voters AV module

7. Re-enter AV module and locate voter again.
8. WINDOW POP-UP: “It is too late to Apply for AV/VBM. Do you wish to continue issuing the
Ballot?” Click YES.

Application Too Late

Itis too Late to Apply for AV VEM
Election AV/VEBM End = 11/17/2021 11:5%59 PM

Do You wish to continue issuing this Ballot?

Yas Mo

9. Inthe Issd block enter the date E-29 00:00:00 (E-29 is 29 days prior to Election Day).

Bection: 11/08/2016 (2233) 2016 PRESIDENTIAI -
VoterlD: 12345 |D:
Hlssued: 1
Category: -
Source: EMAIL -

10. Click the Find Voters Record icon.

12
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- —

™= DIMS Mew Election Technology
File  Voters Precincts  Streets

=

11. Under the MISC tab you will find the voters category.

Waoter Details ] Properties | Misc I MNotices/Flags
PWBM Votin
ﬁegnry: 4-A US CITIZEN RESIDING OUTSIDET =
EMAIL =
Type fpp: UOCAVA-FEDERAL FORM -
How Revd: MAIL -
05/23/2016

12. ies tab.
Voter Details | Properties | Misc | Notices/Flags |
Preferences/Traits
Bath Plc: UNITED STATES OF AMERICA -
Patty: No Party Preference v
Language: ENGLISH ~

13. Click on “ALL CONTACT INFO”

Contact Info
Phane 1: |{000) __ - et
Ph 2/Fax: (D00} __ - ext.
EMail:
l ! All Contact Info !l

Note: If there is no email in this “Contact Information” section, click CANCEL and return to AV
Module and enter sigver@sbcountyelections.com in the EMAIL bar. If there IS a voter email
continue with steps 18-20.

Ok |Cancel | ‘

14. Click in the email bar and then click EDIT.

15. Highlight and copy voter’s email

13
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-

1§ Voter Contacts @

Contact Information

T I M Unisted. Clear/Reset

ko

e [ Save Cancel
l Type Info Ext P F
' DAYTIME TELEFHONE Q095 551112| O
EMAIL jane_doe@yahoo.com O

16. Close window by clicking CANCEL.

Ok

17. Return to AV module and paste the email address in the email bar.

18. Click OK in the AV Module screen.

Faw: ((___ -
Email:

Ok Cancel

19. Under RETURN SOURCE select MAIL.

20. Under Return Date enter the stamped date already on the envelope and hit TAB.

Retum Source:  MAIL -
IHElIJI‘ﬂ Date: _ /7 7 I
] Verfied?

14
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21. Check the VERIFIED box and the Is RAVBM box.

Downloaded: | Hf |
Vater Sent: | fFf |

Retum Source: | OFFICE v] ls RAVBM?
Retum Date: |/ / [ ] Meeds Evaluation
Verified?

22. Locate Ballot Type and write it on the envelope in the upper right corner.

Mailed To:
P—
l Ballot Type: l Ballot Type:
S—
Party: Party:

23. Click OK to generate a new AVID. Write that new AVID on the envelope.

24. Re-enter the voters AV module to confirm the envelope now appears returned.

Blection: | 11/0372020 (3558) 2020 FRESIDENTIAI ~ | Downloaded: | I |
VoterlD: | | D | | I |
L i Y
H lssued: | | Issd: | | Retum Source: | Vl Is RAVBM?
Categary: | ~ | Retum Date: |_/_/ [] Nedds Evaluation
Source: | v| [] Verfied?
Stub: | | Challenge Code: | w |

25. This envelope can now be moved to the RAVBM READY FOR EXTRACTION rack.

Authorization
Document Owner: Ballot Department Initiation Date: 8/18/2021
Version Number: 2.0, Revised Document Date: 12/02/2021

Version Written By: Yvette Conley
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