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Purpose

UOCAVA mail ballots are ballots received from Overseas and Military voters residing outside California
or the United States. These envelopes (origami) cannot run through the ballot sorting machine so
therefore they must be processed manually by a Ballot Processing Lead. UOCAVA online voters must
print their mail ballot and envelope, build the envelope, paste their voter information on the envelope,
enclose their ballot and mail it to the Elections Office no later than 3 days post-election by 5 p.m.

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.



Scanning UOCAVA 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



- Baﬂct

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

Share YView

» This PC »

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




e

Mail Ballot
Processi...

a. Click BlueCrest

Batch Management
Overturned Challenges
Reports

Mailing Extracts
Statement Tracking

c BlueCrest

Signage - Modify
Ballot Preparation
Admin

Close App

b. Click PB Out To DIMS

Statement Tracking
BlueCrest
BlueCrest Batch Processing Tool

ment Console
FB Qut To DIMS
v ation

Wanda Repors
BC Server Files
Orphans
Traylnfa

c. Open folder labeled Manually Processed

Mame

Election

Manually Processed

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

Damaged

Letters
Miscellaneous
RAVEM

UOCAVA Origami




DIMS.net

= ==

Logging-In BII'I'IS
1. Double-click the DIMS.net icon from the desktop. -
2. Click on the Login button. DIMS.net

RUNBECH DIMS.net Election Management System

BLECTRON SERVICES =
W W00 3820037

oo+ vsne: [T S W

User Hame:
Password:

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  Streets Districts  Polls  Workers  Elections  Miscellaneous

R FY Y=

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

A 1 C p F
ByNanE | By Address ] By Name/Address

ethod then enter criteria

! ] Incl. Confidentials [ ] Needs Evaluation

£ Find Voter

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



Processing UOCAVA Printed from Email

1. Compare and verify the signature on file.

Declaration of Voter Authorized Retum Agent

o e
+1:am a member of Ihe aciive of feserve components of Me United Siaies Ay, Navy, At ForGe, the ballot to.any polling place or drop-off losation i California..
Warne Crps,or Coas Gus, a Usrchant Marn, » memter of s Unfed Siges L Heah

OF e emacra It f e LS. or M DSTCLof Celumbi; ana
-12ma U, cizen, at

mailed MUST be postmarked on or before Election Day
and received by the Registrar of Voters office no later than 7 days after
orif 9,y votg g Election Day.

i
+1.3m et regserng, ing 3 bl or voing in any amer jufsdcion in he U, except e
Caldenia jursdictn oled i s enciosed bl and

BT 0592
of Caliornia or the 5. 9523024
" matine iregoing Election Date: September 14, 2021

5 e and covest.

MR MATTHEW F RANGER
370 PAMELA WAY

Vters Signaturs (Powar of Atiornay NOT Accaplable)

Tate

1. Confirm issue source is Email.

Election: | MAT2021 (4123) 2021 CTE GUBERN, v|

VoterlD: 12345 ID: 158843 |

# lssued: |1 | lssd: |11/15/2021 00:00:00|
Category: | PERMANENT ABSENTEE v

Source: | EMAIL -

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

2. Write the AVID # assigned to the envelope.

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

Category: | PERMAMENT ABSENTEE o |

Source: | EMAIL V |

3. Select MAIL for the RETURN SOURCE.

IHetum Source:  MAIL -

Retum Date: _ /7
[ Verfied?

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

Retum Source:  MAIL -

IHetum Date: _ 7/ /

] Verfied?



5. Check the VERIFIED box.

Downloaded: | / / }

Voter Sent: | /i ‘
Retum Source: ‘ V| |:| Is RAVBM?
Retum Date: |_/_/__ [] Needs Evaluation
[] Vesified?

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

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

7. Click the OK button

(oo 7t ] [

| ok J| conce |

| Comments || Reect || lastTmns |

8. Re-enter the voters AV ID to confirm the UOCAVA envelope now appears as returned.

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

VoterD: [ ] o[ ] votersem:
# Izsued: I:l lesd: Retum Source: ~

Category: | v| Retum Date: Ir‘ [ Meedfl Evaluation
Source: | v| [ Verified?
Stub- | | Challenge Code: | w

9. This envelope can now be moved to the UOCAVA READY FOR EXTRACTION rack.



Processing UOCAVA 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 Mame | By Address | By Mame/Address IB_I,IID !l

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.

Declaration of Voter Authorized Retum Agent
. o uate; an Avoterwhe is unabls to rsturn the ballot may designate any peraon to rsturn
-1 am a member of the active of feserve components of the United States Amy, Navy, Alf Force, the ballot to any poling place or drop-off keation in California.

Marine Coeps, or Coast Guard, 3 Mercham Maring; 2 member of the Unied Stsies Public Heaith

Senvice Commissioned Corps; a mamber of the Nafional Cceanic and Atmaosphenic Administration

siate millia; or an el s igib i i parzon oo Tevotr Sigratu of

of me US.or Columbia; and
*1aM a LS. chizen, atieast 18 fears of age o oider o Bicion D3y, and | am eiginle 10 vare in e Ballots that are mailed MUST be postmarked on or before Election Day
. Imam mﬂcj:mw“m nwnich | """‘“"9""‘,"“:‘“’5““' - ued balod, and — and received by the Registrar of Voters office no later than 7 days after
=1 hatve ot been found mentaly incompenent to voie by 3 GO, o if 50, My woting Fights have been Election Day.

reinstaed; and

=1 am not regisiering, requesting a ballot, o voling in any other jurisdicion in the .5, except the

Caliicenia jurisdiction died in this enchsed ballot, and

* e perce whoce name appesrs n s eeope. [Unterstand | e BT 0592

el o State.

ofCalfomi or he US. . o 9523024

o Penaty e penuy tat going Election Date: September 14, 2021

5 tue and coerect.

Wiaming: Your ballot wil not be counled UNIEss you Sign in your Twm handwTilng. Your signature must

compare 1o your signature on file at the Fegistrar of Volers céice. Voing mare Tian once n e same

Elecion is 3 cime.

MR MATTHEW F RANGER
370 PAMELA WAY
Voter's Signature (Power of Atiormey NOT Acceptable]
Date

3. Confirm issue source is MAIL.

Blection: | 11/17/2021 (4129) 2021 CTE GUBERN, |

VoterlD: |1 | D | |
# lssued: |1 | lssd: [11/15/2021 00:00.00]
Category: | 4-A US CITIZEN RESIDING OUTSIDE ™ ~
Source: | MAIL -

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

4. Click SUSPEND.

| Mailing Add || Suspend

| Comments || Refect || LastTrans




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

AVSuspend

@ 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

It is too Late to Apply for A/ VEM
Election AV/VEM End = 11/17/2021 11:59:58 PM

Do You wish to continue issuing this Ballot?

Yes Mo

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

Hection:  11/08/2016 (2253) 2016 PRESIDENTIAl -
VoterlD: 12345 ID:
Hlssued: 1
Categony: -
Source: EMAIL -

10



10. Click the Find Voters Record icon.

11.

12.

13.

g= DIMS New Election Technology
File  Woters Precincts  Streets

+ I

Under the MISC tab you will find the voters category.

4

Waoter Details ] Properties Misc Maotices/Flags

FPWVEM Vatin
Eegor'_.f: 4-AUS CITIZEN RESIDING QUTSIDET
AlL -

Type Spp: LOCAVA-FEDERAL FORM -
How Ricwd: MAIL -

05/23/2016

4

Return to the AV module and select the same category.

Bection: 11/08/2016 (2253) 2016 PRESIDENTIAI -

VoterlD: 12345 D:
# lssued: 1 lssd: 11/30/2016 16:21:01
Source: EMAIL -
Stub:

Under source select EMAIL.

Bection: 11/08/2016 (2233) 2016 PRESIDENTIAl -

VoterlD: 12345 1D
Hlssued: 1 lssd: 11/30/2016 16:21:01
Categony: -
Source:  EMAIL -
Stub:




14. Click “Mailing Add”

Commoras ) s |

Note: An email must be entered in this EMAIL block. If you are unable to locate a voter’s email

address in the Voter’s Record use sigver@sbcountyelections.com

15. Again click the Find Voters Record icon.

= DIMS New Election Technology
Precincts  Streets

;i

16. Click on the Properties tab.

Voter Detzils | Properties | Misc | Notices/Flags |
Preferences/Trats
Bath Plc: UNITED STATES OF AMERICA v
Paty: No Party Preference v
Language: ENGLISH v

17. Click on “ALL CONTACT INFO”

Contact Info
Phane 1: |{000) __ - ant.
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

12

[ Comments ] [ Reject I [ Last Trans ] ew Batch [ Ok ] [ Cancel ]
o T s o w ]
Fax: |{_l___ |
Email: | |



mailto:sigver@sbcountyelections.com

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

19. Highlight and copy voter’s email

-

1§ Voter Contacts @

Contact Information

Add

Tee: (] W Unisted Clear/Reset
info:

Ex: ([ Save Cancel
l Type Info Ext P F
l DAYTIME TELEPHONE Q095 55111i| O
EMAIL jane_doe@yahoo.com O

20. Close window by clicking CANCEL.

Ok

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

22. Click OK in the AV Module screen.

Faw: ((_ ) -
Email:

Ok Cancel

23. Under RETURN SOURCE select MAIL.

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

Retum Source:  MAIL -
IF{etum Date: _ 7/ / I
[ Verfied?

13



25. Check VERIFIED box if not already checked.

Retum Source:  MAIL

Retum Date: _ 7/ /

[ Verfied?

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

Mailed To:

Ballot Type:
S—

Party:

Ballot Type:
Party:

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

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

Blection: | 110372020 (3958) 2020 PRESIDENTIAL v|

ViterlD | D |

Downloaded: | IS

Voter Sent: | il

H lssued

Source

Stub

| Challenge Code: |

[] Verfied?

| |

- | lssd: | [ Etm S | ~| | [ 1s Ravem?
Cateqory: | b Retum Date: |[_/_/ |:| Needk Evaluation

| 7

: |

29. This envelope can now be moved to the UOCAVA 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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