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Processing UOCAVA ORIGAMI Mail Ballot Returns

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, 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 VBM. This procedure does not cover all

possible scenarios but will outline the most common occurrences.
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DIMS.net
Logging-In

1. Double-click the DIMS.net icon from the desktop. Dims

2. Click on the Login button.

RUNBECK | DIMS.net Election Management System

ELECTION SERVICES =
W 3031.00.78. 30337

Note: Make certain that the My Windows Account option in the Login Using field is selected. Your

username should auto-populate in the Username field. The Password text box should remain blank.

Changing Default Election

1. Click Elections tab, Change defualt election.

Polls  Workers | Elections | Miscellaneous  Toocls  Window
’ i Find Election Shift+F&
[ Change Default Election ]

Election Reports Ctrl+F2

2. If default election is correct click Yes. If incorrect click No and proceed to step 3.

3. Change Election date to correct election needed and click Select.

Select Default Election
Set the default for only this DimsNet session to:

Date D Election

|D&u‘05f202-l (4138) MARCH 5. 2024, PRESIDENTIAL PRIMARY vI Select |

4. Confirm election date is correct, Click OK.

Selection Confirmed X

o Default Election for your DimsMet Session has been set to:

"03/05/2024 (4138) MARCH 5, 2024, PRESIDENTIAL PRIMARY
ELECTION"
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Locating Voters Record

1. Click the Enter Absent Voter Ballot icon.
Workers  Elections  Miscellaneous
2. Locate the voters AVID # on the Origami VBM envelope.

Declaration of Voter / Declaracion del Votante

1 deciors under the Penally of Pedury under the 1aws cf the Siats of Calfomia tat | am the

Person whoss name Bpears 00 welope, that | am a resident of fhe procinct i which |

¥ eny
am voling, resice at the acddross shown, and have nolhor applied for nor intend 1o spply for a
mail bkt from amy e urscicion o this slecton.

mwzmmmm.uwmwmmmdum

Day snd

MR MATTHEW F RANGER

370 PAMELA WAY

E—

tha MusT Blection
‘rceived by the Regotrar of Voters office w0 later than 7 dars after Fiection Day.

1274

ner mataseles del Dia de o
ina del Regiro de Voantes

Hil

%

»N
5
g

3. Onthe Find Voter Window click the By ID tab.

4. Type in the voter’s AVID # and click the Locate button.

 Fnavter S
[an | a [ [5 P F

By Mame | By Address | Q\.Narm.‘.'imul.

Chach desired search mathad then snber clena

=

[ incl Confilertials ] Mesds Evaluation
# | STATUS P. AFFIDAVIT  LAST NAME FIRST HAME _INT  DOB _PoB
1 A ¥  B81F48! . |RANGER 02/29/1976 TX

5. An Absentee Voter window should appear.

Abzentee Voter

Voter is Mot Active. Access Voter's Record?

Yes

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

active. Click OK if this occurs.

AVAVEBM Ballot Application Rejected 2

| This Voter is not Active,

6. An AV/VBM Ballot Issued window should appear. Click OK.

AV/VYEM Ballot lzsued

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

|-

Pt

N

A Rejection Notice window should appear. Always, Click No

Rejection Motice

o Do you want the systemn to issue a Rejection Notice?

Note: We never issue rejection notices to voters.
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Processing UOCAVA

Printed from Email

1. Compare and verify the signature on file with the VBM Envelope.
T |

Authorized Retumn Agent

©
“iam Moy, it Fore, pollig pleoa cr drop-off koation i Calfrria.
Mt g, o £t GUas, 3 MSEXSnt ASHNE] 3 MM o 1 Uned SIS PUBE i

oFthe e s i o ', o Dt Coumis 00

oliceia ursicion i ich | am vt wi e enGosed e alo

st and

reguesing a b, o voing inany excepte
CalieiauPicn 0 1 1 encosed b, 10 3

mmmmm us. 9523024
" atne dregong Election Date: September 14, 2021

conpare i our i

MR MATTHEW F RANGER
370 PAMELA WAY

2. Confirm issue source is Email.

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

VoterlD: 12345 ID: (158843 |

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

Category: | PERMAMNENT ABSENTEE v
Source: | EMAIL iy

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

3. Write the AVID # assigned to the envelope.

Blection: | 11720271 (4129) 2021 CTE GUBERN, ~
VoterlD: 12345 ID: |158843
H lssued: |1 lssd: [11/15/2021 00-00:00

Category: | PERMANENT ABSENTEE v

Source: | EMaIL V |

4. Select MAIL for the RETURN SOURCE.

Iﬂﬂtum Source:  MAIL -

Retum Date: /7 /
[ Verified?
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5. Enter the RETURN DATE (previously stamped by Mail Ballot Sorters) and click tab.

Retum Source:  MAIL -

[H.E‘ftIJITI Date: _/ /

7] Verffied?

Note Here E-29 *
6. Check the VERIFIED box.

Downloaded: | / /
Voter Sert: | / / |
Retum Source: | v| ] ls RAVEM?

Retum Date: J_J/ ] Needs Evaluation
B Verdied?

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

Voter | Election | District | Flags |
Voters Name and Address on File:

Current Ballot Information Current Election Information
Name: Name:

Address: Address:

Mailed To:

Ballet Type:
Party:

Ballet Type:
Party:

> 4

8. Click the OK button.

(g e (S

[ Comments ” Reject ” Last Trans l [ Ok ]’ Cancel l

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

Hection: |11F‘D1"2D2D[355B] 2020 PRESIDENTIAI v| Downloaded: | s

VoterlD: | || | Voter Sent: | / /
# lssued: | | lesd: | [ Rewmsowce: | ~| ) O sraveme
Category: | v|| Rewmbate: [/_/__ ] [ Neegk Evaluation
Source: | ~| [] Verfied?

Stub: | | Challenge Code: | v
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10. This envelope is now ready to be scanned.

Printed from Mail

1.

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

S Find Voter

All A | C P

By Mame | By Address | ByName.fMdressl

Check desired search method then enter criteria

E
p—
By ID l

Water ID ~

[ Incl. Corfidentials

[C] Needs Evaluation

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

2. Compare and verify the signature on file with the VBM Envelope.

Declaration of Voter

+13m absENt from San BEMaTGinG CoUTLy WNENE | M MegiSiered 1o VaIE; ana
+12m 3 MEMDer of the e oF IESENE COMpORENTS of e Lnihed Stes Amy, Navy, Al Force,
Maine: Corps, o G35t GUITS, 3 MERGRST! Mafing; 3 MEmber of e UNheq SIS FLD Heain
See Commissioned Corps; a member of e Nasonal Qceanic and Almasphe Adminsiraion

anelgibie 1.5 C

e milta;oe an eligibie spouse o Geper
e 5. orme ; and
+13M3 LS, CHi2en, 3t I35t 16 JESIS Of 30E or 0l on EECion Dy, and | am eigiak 10 o n e
Caloeniajursdiction i which | am voling with e enciosed voled bal, and

| am not cumently senving 3 st orfederalpriscn e fa the canvcton of 3 felony; and

1 N A0t ez §9UNT MeMy INCOMpEENE o Vot By 3 GOLP, oF i 5, My Voing FgPts have been
reinstated; and
+13m not registering, requesing a bt cr ving in any oM jurisdion in e LS. except me
Calorniajursdicion Gied in s enchosed balit, and

«1am the per ope.
factin compieting o dction of pesjur
of Calibnia orhe LS.

s of e SiE

15 hat e fregeing

. perury

istrue and correct
Warning: Your bkt wil ot be counted unkess ou Sighin your e Pandaitng. Your sinature mst
cOMpare 10 your signatune on il at the REJISTar of Volers oca. Woing mare T5an once in e same

electon s acrme.

W&yl

[ Votars Signaturs (Power of Attomey NOTAccepxsb\o]J

Authorized Retum Agent
Avotsrwha is unable to rsturn the ballot may designate any persen to rsturn
the ballot to any polling pleca or drop-off lacation n California.

YL rams of s suhorzar parsen  RGBIERSNE 0 Fe Vol SKallTa o1 s AUTwrtsd person

Ballots that are mailed MUST be postmarked on or before Election Day
and received by the Registrar of Voters office no later than 7 days after
Election Day.

BT 0592
9523024
Election Date: September 14, 2021

MR MATTHEW F RANGER
370 PAMELA WAY

Confirm issue source is MAIL.

Election: | 11/17/2021 {4123) 2021

CTE GLBERN. v|

VioterlD: |1 | D |

# lssued: |1

| lesd: [11/15/2021 00:00:00]

Categaory:

Source:

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

4. Click SUSPEND.

| Mailing Add ||  Suspend

| Comments ||  Reject

|| Lost Trans

SIGNATURE VERIFICATION PROCEDURES 8
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5. WINDOW POP-UP: “Do you really want to suspend the AV/VBM Record?” Click YES.

AVSuspend

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

fes

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

Election AV/AEM End = 11/17/2021 11:55:55 PM

o It is too Late to Apply for & VEM
Do You wish to continue issuing this Ballot?

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 (2299) 2016 PRESIDENTIA ~
VoterlD: 12345 ID:

#lssusd: 1 [ssd: 1173072016 16:21:01
Cateqony: -
Source:  EMAIL -
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10. Click the Find Voters Record icon.

g= DIMS New Election Technology

File  Voters Precincts  Streets

;i

Under the MISC tab you will find the voters category.

11.

Waoter Details I Properties | Misc I MNotices/Flags

FWVEM Votin
ﬁeguw: 4-A US CITIZEN RESIDING OUTSIDET

Source: | EMAIL
Type App:  WOCAVA-FEDERAL FORM
How Rowd: MAIL

4

—
u

Ln

/2372016

12. Return to the AV module and select the same category.

Blection:  11/08/2016 (229%) 2016 PRESIDENTIAI -
VaoterlD: 31265385 |D:

Hlssued: 1 lssd:  11/30/2016 16:21:01

Source:  EMAIL

-

Stub:

13. Under source select EMAIL.

Bection: 11082016 (2253) 2016 PRESIDENTIAl -

VoterlD: 12345 I0:
Hlssued: 1 lzsd: 11/3072016 16:27:01
Categorny:

Source:  EMAIL

Stub;

10
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14. Click “Mailing Add”.

Comoras ) s |

[ Comments ] [ Reject I [ Last Trans ] view Batch [ Ok ] [ Cancel ]
oo [ sl ] w[ ]
Fax (O |
Email: | |

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
File  Voters  Precincts  Streets

;W

16. Click on the Properties tab.

Voter Details | 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”.
Cortact Info
Phone 1: |(000) __ - ext.
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 20-22.
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18. Click in the email bar and then click EDIT.

p

X§ Voter Contacts

Contact Information

J=—

inio: (.

) Unlisted  Clear/Reset

= ([ Save Cancel
Type Info Ext P F
DAYTIME TELEPHOMNE 80955511 l&| |
EMAIL jane_doe@yahoo.com O
19. Highlight and copy voter’s email.
1§ Voter Contacts @

Contact Information

() "9 jane_doe@yahoo.com

B )

Update

e 0] M Unlisi Clear/Reset

MmE

Cancel

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.

Fa: |(_0__ -
eait: [0 |

23. Under RETURN SOURCE select MAIL.

Retum Source:  MAIL

Retum Date: __/ /
[] Verfied?
SIGNATURE VERIFICATION PROCEDURES 12 Revision Date: 04/22/2024
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24, Enter the RETURN DATE (previously stamped

by Mail Ballot Sorter)and click tab.

i
H

Retum Source:  MAIL

-

[HEtum Date: _/

[T] Verified?

25. Check the VERIFIED box.

Dowrloaded: | / /
Voter Sert: | / /
Retum Source: | "’|

Retum Date: |__/__/____

(@ =)

[ ] Meeds Evaluation

[] Is RAVBM?

26.

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

Mailed To:

Ballot Type:

Party:

Ballot Type:
Party:

27. Click OK to generate a new AVID. Write that new AVID on the envelope.
g | [ S|
[ Comments ] ’ Reject ] l Last Trans ] ew Batch [ Ok ” Cancel ]
28. Re-enter the voters AV ID to confirm the UOCAVA envelope now appears as returned.
Blection: |11s‘D1~'2D2D[3558] 2020 PRESIDENTIAI v| Downloaded: [ / / |
VoterlD: | || | Vigter Sent: | / / |
# lssued: | | lssd: | [ Etm S | ~| | O s ravam?
Categary: | - Retum Date: |_/_/ 1w Evaluation
Source: | v| [] Verfied?
Stub: | | Challenge Code: | w
29. This envelope is now ready to be scanned.
SIGNATURE VERIFICATION PROCEDURES 13 Revision Date: 04/22/2024
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Scanning UOCAVA Envelopes into System

1. Take VBM envelopes to Printer (ROV copier 04).

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

c. Press SCAN/FAX button.

Caunter

Select function to use.

d. Select BALLOT.

i

T
E
i

hnology A| Voter Record
dmin

SIGNATURE VERIFICATION PROCEDURES 14
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e. Select Ballot then CLOSE button.

Start

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

| Share View

[ » This PC » OPS (M\sboounty.govirov) (L) » Ballot » Z_Temp_Transitional » Scan]

j. Locate VBM and rename with voters AVID.

TWal Ballot Orop BOX Ballot security Log .. 9724/ Z021 20T PTd FiTE ToTder
TempCleanup 472272021 10:37 AM File folder
[=] AvID_23597358 12/9/2021 10:34 AM TIF File

SIGNATURE VERIFICATION PROCEDURES 15 Revision Date: 04/22/2024
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Mail Ballot Processing Database (MBPD)

a. Open MBPD

b. Click BlueCrest

Batch Management
Overturned Challenges
Reports

Mailing Extracts

Tracking
BlueCrest
ignage - View

Signage - Modify
Ballot Preparation
Admin

Close App

c. Click PB Out To DIMS

Statement Tracking
BlueCrest

BlueCrest Batch Processing Tool
ment Consola

Wanda Dump Location
Wanda Reports

BC Server Files
Orphans

Traylnfa

d. Open folder labeled Manually Processed

Mame

Election

Manually Processed

e. Open folder labeled UOCAVA_ Origami

Damaged

Letters
Miscellaneous
RAVEM
UOCAVA_Origami
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f. Select current election folder

A ——
2024-03-05_Presidential_Primary_Election

2022-11-08_General_Election

2022-06-07_Statewide_Direct_Primary

g. Move the scanned files into this folder

h. 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: 04/22/2024

Version Written By: Linda Lincan
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