
 
 

 

  REGISTRAR OF VOTERS 

Processing  
UOCAVA (Origami) 
VBM Envelopes 
PROCEDURE DOCUMENT – Version 2.0 

 
San Bernardino County Registrar of Voters 
08/25/2025 
 



San Bernardino County Registrar of Voters 
Processing UOCAVA (Origami) VBM Envelopes  

 1 Revision Date:08/25/2025 
 

Table of Contents 

Scope ......................................................................................................................................................... 2 

Supplies ..................................................................................................................................................... 2 

UOCAVA (Origami) VBM Envelope Examples ........................................................................................... 3 

Locating Voter’s Record in DIMS.net ........................................................................................................ 4 

Processing Manually in DIMS.net ............................................................................................................. 6 

Issue Source - EMAIL ............................................................................................................................. 6 

Issue Source - MAIL ............................................................................................................................... 8 

Scanning UOCAVA (Origami) VBM Envelopes ......................................................................................... 14 

Mail Ballot Processing Database (MBPD) ............................................................................................... 16 

 

  



San Bernardino County Registrar of Voters 
Processing UOCAVA (Origami) VBM Envelopes  

 2 Revision Date:08/25/2025 
 

Processing UOCAVA (Origami) VBM Envelopes 

Scope 

Uniformed and Overseas Citizens Absentee Voting Act or UOCAVA Vote-by-Mail (VBM) envelopes 

(Origami) are for overseas and military voters only. They arrive in envelopes that cannot be sorted and 

scanned by the BlueCrest sorter machine and therefore must be processed manually.  These envelopes 

must be scanned to the Ballot scans folder in order to maintain a record. 

This procedure outlines the steps to receive and process UOCAVA (Origami) VBM envelopes. This falls 

under the Challenged Ballot Resolution function in Ballot Department, and it is performed between E-29 

and E+7 ~ EC 3019. 

Supplies  

• 1 foot Mail Tray 

• Copy Machine 

• Mail Opener 

• Tape 

• Tray Tag: UOCAVA (Origami) To Process 
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UOCAVA (Origami) VBM Envelope Examples 

Voters can print out the envelope labels provided to them online, and they put their own envelope 

together. When we receive these envelopes, they will look different than the yellow VBM envelopes.   
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Locating Voter’s Record in DIMS.net 

1. In the DIMS.net menu click the Yellow Envelope icon.  

2. Locate the voter’s VID number on the (Origami) envelope.  

3. In the Find Voter window → click the By ID tab. 

4. Enter the voter’s VID number → click Locate.  

5. Verify the name of the voter is correct → click Select.  
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6. An Absentee Voter window will appear → click No.  

Note: You may see an AV/VBM Ballot Application Rejected window that states that the voter is not 

active. If this occurs, click OK.  

7. An AV/VBM Ballot Issued window will appear → click OK.  

8. A Rejection Notice window will appear → ALWAYS click No.  

9. The AV Module will open.  
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Processing Manually in DIMS.net 

VBM Envelopes received will have two Issue Source – either EMAIL or MAIL. Below will show you how to 

process these two Sources.  

Issue Source - EMAIL 

1. In the AV Module, confirm that the issue Source is EMAIL. 

a. If the source is MAIL continue to the next section. 

2. Confirm the Category is a UOCAVA Category → UMIL, USPO, UNG, UCT, UCI or UCN. 

a. If the category is anything else, let your Lead know.  

3. Under Return Source → click the drop-down → select MAIL. 

 

4. Enter the Return Date stamped on the envelope → press Tab on the keyboard. 

 

5. The Verified? box will automatically be checked, verify anyway. 
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6. Verify the signature on the VBM Envelope matches the signature in the voter’s record. 

 

7. If the signature MATCHES, make sure the challenge code stays blank. 

 

Note: If the signature DOES NOT match, let your Lead know.  

8. Locate the Ballot Type and Party → write them on the envelope. 

 

9. Click OK.  

10. The AV Module will Automatically close. 
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11. Re-enter the AV Module to confirm the UOCAVA envelope appears as returned, the return date 

will be highlighted in yellow. 

 

12. Locate the AVID number → write it on the envelope. 

 

13. The envelope is now ready to be scanned, continue to the Scanning Envelopes section. 

Issue Source - MAIL 

1. In the AV Module, the issue Source is MAIL. 

 

Note: When the Source is MAIL the envelope must be suspended and a new one is reissued. 

2. Confirm the Category is a UOCAVA Category → UMIL, USPO, UNG, UCT, UCI or UCN. 

3. Write down the Category on the envelope. You will need it when you reissue a new envelope. 

 

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

 

6. WINDOW POP-UP: Totally remove the Record(s) and all subsidiary records? Click YES. 

 

Note: The AV module will automatically close. 

7. Re-enter the AV module and locate the voter again. 

8. WINDOW POP-UP: It is too late to Apply for AV/VBM. Do you wish to continue issuing this 

Ballot? Click YES.  

9. In the Issd field enter the date of E-29 00:00:00 (E-29 is 29 days prior to Election Day). 

 

10. In the Category, enter the UOCAVA category that you had written on the envelope.  
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11. Under source select EMAIL.   

12. Click Mailing Add.  

13. An email must be entered in the Email field. 

 

14. To find the email, click the Find Voters Record icon, again. 

 

15. Click the Properties tab. 

 

16. Click All Contact Info.  
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17. Click on the Email → click Edit. 

 

18. Highlight the email → enter CTRL +V on the keyboard to copy the voter’s email. 

 

19. If there is no email in this section → click Cancel → return to AV Module → enter 

sigver@sbcountyelections.com in the EMAIL field. 

20. Click Cancel to close the window. 

21. Return to the AV module → click Mailing Add → in the Email field enter CTRL+V on the 

keyboard to paste the email.  

  

mailto:sigver@sbcountyelections.com


San Bernardino County Registrar of Voters 
Processing UOCAVA (Origami) VBM Envelopes  

 12 Revision Date:08/25/2025 
 

22. Click OK.  

23. Under Return Source → click the drop-down → select MAIL. 

 

24. Enter the Return Date stamped on the envelope → press Tab on the keyboard. 

25. Check the Verified? box. 

 

26. Verify the signature on the VBM envelope matches the signature in the voter’s record. 
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27. If the signature MATCHES, make sure the challenge code stays blank. 

 

Note: If the signature DOES NOT match, let your Lead know.  

28. Locate the Ballot Type and Party → write them on the envelope in the upper right corner. 

 

29. Click OK to generate a new AVID → write that new AVID number on the envelope. 

 

30. Re-enter the AV Module to confirm the UOCAVA envelope appears as returned, the return date 

will be highlighted in yellow.  

31. The envelope is now ready to be scanned.  
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Scanning UOCAVA (Origami) VBM Envelopes 

1. Place the VBM envelope at the top left corner of the glass. 

 

2. Select Home.  

3. Select Scan/Fax.  

4. Select Ballot.  
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5. Select Close.  

6. Change the File Type by selecting Compact PDF. 

 

7. Select TIFF → select OK.  

8. Select START. 

 

9. Go to L:\Ballot\Z_Temp_Transitional\Scan. 

 

  

file://///sbcounty.gov/rov/OPS/Ballot/Z_Temp_Transitional/Scan
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10. The scan will automatically be named like the image below. 

 

11. Find the UOVACA envelope and rename it with the AVID number in this format: AVID_number. 

Mail Ballot Processing Database (MBPD) 

This database is used to locate the Manually Processed folder where the envelope scans will be saved. 

1. Open MBPD.  

2. Click BlueCrest.  

  

3. Click PB Out To DIMS.  
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4. Open Manually Processed folder.  

5. Open UOCAVA_Origami folder.  

6. Select the folder for the current election.  

7. Move the scanned files into this folder. 

8. This envelope can now be moved to the tray labeled Ready to Extract: UOCAVA (Origami), on the 

Extraction Hub. 

 




