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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. Inthe DIMS.net menu click the Yellow Envelope icon.

Workers  Elections  Miscellaneous

4 ()55 )

2. Locate the voter’s VID number on the (Origami) envelope.
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3. Inthe Find Voter window > click the By ID tab.

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

£ Find Voter
All A | G P F

By Name ] By Address ] ByNameiAddless

Check desined search method then enter criena
[Voterip | [ 031479 [} [ focae |
[[] Needs Evaluation

fo o]

B | STATUS P. AFFIDAVIT LAST NAME FIRST NAME INT __DOB

HOU...

FR.. PRI

5. Verify the name of the voter is correct = click Select.

Select Cancel
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8.

9.

An Absentee Voter window will appear - click No.

Absentee Voter

Voter is Not Active. Access Voter's Record?

!es -

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

active. If this occurs, click OK.

AV/VBM Ballot Application Rejected X

| This Voter is not Active.

oK

[

]

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

AV/VBM Ballot Issued

X

| Warning. This Voter has already received an AV/VEM Ballot

A Rejection Notice window will appear > ALWAYS click No.

Rejection Notice

0 Do you want the system to issue a Rejection Notice?

w =)

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. Inthe 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.

Category: ‘ 1-A MEMBER OF THE UNIFORMED S v|

Source: ‘ EMAIL

S

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

Retum Source: | MAIL \ e |

() Is RAVBM?

POLLS

Retum Date: OFFICE

Fax

EARLY VOTING SITE
Challenge Code: |DROP BOX

DROP OFF LOCATION
‘ VOTE CENTER DROP OFF
MalL

/& NON-DELIVERABLE
OTHER

i

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

~| [ 1s RAVBM?

()i Needs Evaluation:

- | MAIL
RECEJVED Retum Source: |
Retum Date:  10/18/2024
OCT 18 204 T
SAN BERNARDINA
Challenge Code:

5. The Verified? box will automatically be checked, verify anyway.

Retum Date:  10/18/2024
* Verffied?

Challenge Code: ’
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6. Verify the signature on the VBM Envelope matches the signature in the voter’s record.
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7. If the signature MATCHES, make sure the challenge code stays blank.

TOTOTTTTT

Retum Date: 10/18/2024

I @ \estied?

() Needs Evaluation

Retum Source: | MAIL v| O s RAVBM?

Challenge Code: |

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

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

(
Ballot Type: 690 Ballot Type:
Party: Al Party: Voter ri:::,pd'm Active Ballots
9. Click OK.

Resend Attachments

Last Trans cvieen (o )| coma

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.

Retum Source: | MAIL v| [ Is RAVBM?
Retum Date: 10/18/2024 (] Needs Evaluation
@ Verfied?
Challenge Code: ‘ w

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

Election: |C'B"24:'2025 (4144) BEAR VALLEY CON ~ Dowrioaded 0/

VoterD: 7610224 [ 1D: 18543158 TP
Hlssued: 1 lssd: 05/27/202500:00:00  Retum Source: | MAIL v | () Is RAVBM?

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

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

Category: ‘ 1-A MEMBER OF THE UNIFORMED S v|

[ Source: ‘MNL v|]

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.

Category: ‘ 1-A MEMBER OF THE UNIFORMED S v‘

Source: ‘ MAIL v ‘

4. Click SUSPEND.

Mailing Add [ Suspend ]

Delete Comments Reject Last Trans
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5. WINDOW POP-UP: Do you really want to suspend the AV/VBM Record? Click YES.
AVSuspend

8 Do you really want to suspend this AV/VBM Record?

Yes No

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

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

Yes No |

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.

Application Too Late

It is too Late to Apply for AV/VEM
Election AV/VBM End = 11/17/2021 11:59:59 PM
Do You wish to continue issuing this Ballot?

J

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

# Issued: 1 [Issd: 11/30/2016 00:00:0

’

Category: | 1-A MEMBER OF THE UNIFORMED S |

Source: | MAIL v|

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

Category: | 1-A MEMBER OF THE UNIFORMED S - |

.

[Source: ‘ EMAIL v ‘

12. Click Mailing Add.

[ Mailing Add ] Suspend

Delete Comments Reject Last Trans

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

Fax: (O __ -
Email:

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

™= DIMS New Election Technology
File Voters  Precincts Streets  Districts

() W

Find Voter Records

15. Click the Properties tab.

VnterDelaiIsl Properties II Misc MNotices/Flags “oteCal

Dlend i S NIV = V. WrENNT

16. Click All Contact Info.

Contact Info

Phone 1: (000) __ - ext

Ph 2/Fax: (000)__ - ext
EMail:

=
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17. Click on the Email = click Edit.

|1} Voter Contacts

Contact Information

Add Delete

W Unlisted  Clear/Reset

Save

E

Cancel

Type Info Ext
DAYTIME TELEPHONE 9091234435

SAME2U@&YAHOO.COM
SAME2U@YAHOO.COM

NOTIFICATION EMAIL

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

|1, Voter Contacts

Contact Information

E:

Update

mee [T ] mUnisted Clear/Reset
(Ol SAME2U@YAHOO.COM I

E
Cancel

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.

>

| Cancel I

Ok

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

keyboard to paste the email.

Fax: ( )_ -
Email: SAME2U@YAHOO.COM|

Mailing Add Suspend

11
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22. Click OK.
Fa: (__J__-____
Email:  SAME2U&YAHOO.COM
Ok Cancel
Mailing Add Suspend Resend Attachments

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

Retum Source: | MAIL IVI (] Is RAVBM?
POLLS
F
EARLY VOTING SITE
Challenge Code: |DROP BOX
DROP OFF LOCATION
* WOTE CENTER DROP OFF _
AL o
/Q NON-DELIWVERABLE
F o JTHER

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

25. Check the Verified? box.

RECEIVED Retum Source: | MAIL ~| O sRAVBM?
Retum Date:  10/18/2024 (O iNeeds Evaluation!
B Verfied?
Challenge Code: v

26. Verify the signature on the VBM envelope matches the signature in the voter’s record.

Deciaration of Voter
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\ Voter s liagnarias (Power of Aficeray NOT Az coptadle]
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a3 received by the Registrer of Vot office no 'ster than 7 days sfer
Bleczon Duy

BT 0592
9523024
Elocton Date: September 14, 2021

MR MATTHEW F RANGER
370 PAMELA WAY
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27. If the signature MATCHES, make sure the challenge code stays blank.

Retum Source: |MN|—
Retum Date; 10/18/2024

B \acfiad?

v| [ s RAVBM?

[] Needs Evaluation

P

L

Challenge Code: |

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.

Mailed To:

il ™
Ballot Type: Ballot Type:
Party: Party:

A W,

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

Delete

Mailing Add

Comments

Suspend

Reject

Last Trans

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

will be highlighted in yellow.

TETET TR

(] Is RAVBM?

(] Needs Evaluation

Retum Source: | MAIL -
Retum Date:  10/18/2024
8 Verified?
Challenge Code:

31. The envelope is now ready to be scanned.

13
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Scanning UOCAVA (Origami) VBM Envelopes

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

4. Select Ballot.

Favorite| ABC| DEF| GHI| JKL| mmo]g]1

Ballot ommunicati | Customer Re
ns lations
e = S B 5
Election Work ' Exec Fiscal Servic
er es
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5. Select Close.

&\ Ballot

6. Change the File Type by selecting Compact PDF.

e p—

Resolution

File Type

7. Select TIFF = select OK.

EE

Scan Size

Name/Subj
Name/Other

Slecl the file type for the transmitted document(s).
This is not applied to fax transmissions.

PH|pUERISUNEYR

0

Mult Page

Soniog gy

Lid
I PDF Detall Setting »I

T | Page Separation |
& @’_

[ -

9. Goto L:\Ballot\Z Temp Transitional\Scan.

>

Scan

This PC

5

X

+-

OPS (\\sbcounty.govirov) (L)

>

Ballot

5

Z_Temp_Transitional > Scan >

15
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10. The scan will automatically be named like the image below.

(%) SKM_C751i25081207320

(&) SKM_C751i25082210430

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.

4
ey

or

[d
ETGET
Processi...

2. Click BlueCrest.

Batch Management
Overturned Challenges
Reports

Mailing Extracts
Statement Tracking
|Bluecrest

Signage - Modify
Ballot Preparation

3. Click PB Out To DIMS.

Statement Tracking
BlueCrest
BlueCrest Batch Processing Tool

BlueCrest Management Console
PB Out To DIMS |
v ation

Wanda Reports
BC Server Files
Orphans
Traylnfo
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4. Open Manually Processed folder.

~
MName

Archive

Election

Manually Processed

Qutbox

OverturnedChallenges

5. Open UOCAVA_Origami folder.

Name
Damaged
Letters
Miscellaneous

RAVEM

|~ uocava_origami

6. Select the folder for the current election.

=
Name

2020-11-03_Presidental_General
2021-09-14_Gubernatorial_Recall
2022-06-07_Statewide_Direct_Primary
2022-11-08_General_Election

2024-03-05_Presidential_Primary_Election

| 2024-11-05_Presidential_General_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.
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