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 Class will last four (4) hours 
 

 Make sure you have signed the sign-in sheet 
 

 If you are unable to stay for the entire time, you must  
      call the Elections Department at (305) 499-8448  
      to reschedule 

 

 You must complete the entire class and the test at the 
end to get credit for attendance 
 

 Ask questions – we want to hear from you 
 

 Participate – tell us about your experiences 
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Miami-Dade County voters are entitled to fair and excellent service on 
Election Day 

This Training Includes: 
 
 

 Monday Afternoon Set-Up 
 Report to Collection Center at 11:00 AM 
 Arrive at assigned Polling Place at the specified 

time as stated in your assignment letter 
 

 Tuesday Election Day 
 All Poll Workers report at 5:30 AM 
 Tuesday Morning Opening 
 Election Day Procedures 
 Tuesday Night Closing 
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Election Day Expectations: 
 Know your assigned polling location 

    You may be assigned a Multiple Precinct  
     (two (2) or more precincts within a polling room) 

 Report to your assigned polling place on time 
 Vote by Absentee Ballot or Early Voting prior to Election Day 

 Synchronize all watches and clocks to the slowest OSVE clock 
 Bring all necessary items for your use throughout the day (ex. food, 

drinks, special medications) 
 Be professional, courteous, and polite 
 Contact Elections Department utilizing the Telephone Information 

Sheet found in the Document Folder 
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Elections Specialist Responsibilities: 
 

 Pick-up Elections Specialist box at the Collection Center specified in your 
assignment letter.  Confirm you received the EViD Media Bag 

 Assemble and open all voting equipment:  Electronic Voter Identification 
(EViD) systems; Optical Scan Voting Equipment (OSVE) and iVotronic 

 Print Zero Tapes on all voting equipment 
 Verify ballots against Zero Tapes from OSVE and iVotronic 
 Troubleshoot all issues pertaining to voting equipment 
 Process voters who have to vote a Provisional Ballot 
 Process Affirmations for voters who have changes in their personal 

information 
 Input “Wait Time” for selected voters  
 Transmit results from all OSVEs  
 Bring all designated items to the assigned Collection Center 
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Example of Polling Room Layout 

All polling 
rooms are 
different 
 

The diagram 
specific to 
your room is 
found in the 
Document 
Folder 
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AFFIRMATION/ 
AFFIDAVIT 

FORMS 



The light-colored boxes represent the Election Board members. 

Supervisor 
of Elections 

Election Central 
(Telephone Help Line) 

Administrative  
Trouble Shooter 

(ATS) 

Elections 
Specialist  

(ES) 

Poll  
Deputy 

Clerk 

Inspectors 

Assistant 
Clerk 

Ballot Table Privacy Booth 
Optical Scan  

Voting Equipment 
(OSVE) 

EViD 
(Electronic Voter I.D.) 
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Precinct Types: 
 
 Single Precinct – a precinct managed by one (1) 

election board 
 

 Multiple Precinct – two (2) or more precincts 
located in the same room managed by one (1) 
election board  
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Clerk’s Kit 

Activator Case 

OSVE 
Keys 

(2) 

iVo - 
PEB 
(1) 
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Ballot Transport Cart (BTC) 
iVotronic (iVo) 

Communications Pack 

EViD MiFi (1) 

EViD Media Bag 

EViD 
Security 
Cards 

(2) 

EViD Thumb Drives (2) 

EViD MiFi 
USB 

Cable (1) 

Elections Specialist (ES) Box 

Elections  
Specialist 
Pct. 645 

Collection Center  #16 



Optical Scan Voting Equipment 
(OSVE) 

Electronic Voter Identification (EViD) 
Systems 
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 Open and Connect Electronic Voter Identification (EViD).   
     Print Startup Ticket (Qty: 1/EViD) 

 

 Open Optical Scan Voting Equipment (OSVE) and Print Zero 
Tape (Qty: 1/OSVE)  
 

 Open iVotronic and Print Zero Tape (Qty: 1) 
 

 Verify Ballots (DO NOT INSERT BALLOTS INTO OSVE).  
Ensure the Clerk understands all ballot distribution procedures 

 

 You must verify the ballot for each precinct.  Get the ballot right!   
 

 Verify the telephone line in your precinct is working. Confirm 
whether or not a “9” had to be dialed when placing the call  

 
 

 Sign Payroll 
 

 Call Election Central to advise all procedures are complete 
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The EViDs will be packaged and allocated two (2) units per case.  
When unpacking the units, please be sure to press the base of each 
unit inward since there is a spring that will prevent ease of extraction 

from the case. 
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Step 1:  Plug in SigPad into any available USB port on the  
              BACK of the EViD. 
 

14 



Step 2:  Insert thumb drive/activator  
               into any available USB    
               port on the BACK of the   
               EViD. 
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Step 3:  Ensure that the power cable is 
inserted  completely and 
correctly flat top, 4 pin DC 
cable arrow on top). 
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Note:  If an extension cord is needed to enable access to the wall outlet, 
please use ONLY the long, orange cords and NOT a surge protector.  Make 

sure to tape the extension cord to the floor to prevent tripping 

Battery Backup + Surge Protection 

Step 4:  Plug in the Uninterruptible Power Supply (UPS) into the wall socket. 
Then plug in the EViDs into the Battery Backup + Surge Protection 
section of the UPS.  Doing so, will prevent power surges and ensure 
continuity of power to the EViDs in the event of a power failure/outage. 
Ensure that the UPS is powered on after all EViDs have been connected 

ONLY THE 
 EViDs 

SHOULD  
BE 

PLUGGED  
INTO THE 

UPS! 
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Step 5:  Check to ensure  
              paper is in the  
              printer.  Verify that a  
              spare roll was  
              provided.  If not, call  
              Election Central. 
 

                                   
**Paper Rolls over top 
 

18 



      

 

Step 6:  Insert MiFi USB connector cable into a USB port on the BACK of the 
EViD.  Network connectivity should establish within five (5) minutes.  If 
there is no connectivity within that timeframe, then un-plug and re-insert 
the USB cable. This EViD will become the “KING.”  DO NOT REMOVE 
THE MiFi! 

 

Note:  When the Clerk/ES calls to report that the polls are opened and locked, Election Central will 
provide confirmation of the EViDs’ connectivity status. 
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Step 7:  Press the power button on 
 the right-hand side to turn on 
the unit.  There is only one (1) 
power button** for all 
components. 

** To avoid shutting down the EViD during 
regular operations, be mindful that the power 

button is sensitive to the touch. 

Once powered on, a Startup  
Ticket will be printed on the EViD. 
 
The ticket must be signed by the 
Elections Specialist (ES) and placed 
inside the EViD Media Bag. 
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Step 8:  Once the EViD has completed its startup process, the Polling Location should have 
been assigned.  However, the EViD will  still prompt for the Security Card to be 
swiped.  Using the Security Card that was provided for the precinct, swipe the card in 
the slot located on the top right-hand side of the EViD. The Security Card is only 
being used to activate features of the EViD that may be needed by the Clerk.  
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2. On the Home Screen, press  
the Search For Voter button. 

3. In the Date of Birth field,  
       enter  “99999999”.   
       Press Search. 

Manual Configuration of the Polling Location 

1.  On the Login screen,     
     enter the initials of the  
     System User, and press  
     “OK” to proceed. 

Upon startup, each EViD should automatically be configured with the correct Polling 
Location number.  However, if automatic configuration fails, then the  EViD must be 

manually updated with the correct Polling Location information on Monday afternoon. 

The Polling Location number on each EViD must be manually configured as follows: 

22 



5. The Change Location/Precincts 
Information screen appears. 

Manual Configuration of the Polling Location (Cont’d) 

4. On the Tech Utilities screen, 
press the Change Location & 
Precincts button.  
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Note:  The information in 
the “Location,” 

“Description” and 
“Precincts” fields need to 
be deleted and manually 

populated. 

6. Press the Clear button to 
remove the information. 

   

Manual Configuration of the Polling Location (Cont’d) 
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7. In the “Location” field, input 
the correct  3-digit Polling 
Location number for your 
site. 

8. To populate the description 
and all precincts assigned 
to your polling location, 
press  the Tab key. 

9. Verify that  the 
“Description” and 
“Precincts” fields 
correctly reflect your site’s 
location and precincts. 

10. Press “OK” to save the 
changes and return to the 
Tech Utilities menu. 

Manual Configuration of the Polling Location (Cont’d) 
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Manual Configuration of the Polling Location (Cont’d) 

 

 

 

12. Verify that the correct Polling   
Location is reflected at the top of 
the Home Screen. 
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11. On the Tech Utilities menu, press 
Exit to return to the Home Screen. 

 



Step 13:  Verify on the Home Screen that it shows the correct precinct and the Voting Passes count 
is “0.” If the count is anything other than “0,” call Election Central.  Also, check to 
ensure that the correct date and timestamp are displayed. 

 

Step 14:  Remove the thumb drive and insert into the next EViD to be opened. This EViD (and all other 
EViDs opened after the “KING”) will become the “PAWN”.  All EViDs  MUST be opened using 
the SAME  thumb drive. 

 

NOTE:  AFTER ALL EViDs HAVE BEEN OPENED, THE THUMB DRIVE MUST BE STORED 
INSIDE THE EViD MEDIA BAG. 
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Locking the EViD on Monday Afternoon 

Once the Startup Ticket has been printed and all aspects of the  
EViD have been verified, the system needs to be locked. 

1.  On the Home Screen, press the 
Search For Voter button. 

2.  In the Date of Birth field, enter    
     “99999999”.  Press Search. 
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Locking the EViD on Monday Afternoon (Cont’d)  

3. On the Tech Utilities screen, press  
Lock  EViD Station button. 
 

 

4. The screen below will appear with the 
message, “Please enter passcode to 
unlock.”  The passcode will be 
provided on Monday afternoon. 
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 Using the SILVER key, unlock the 
OSVE lid.  Unlatch the two latches and 
slowly open the lid 
 

 Using the BLACK key, unlock the front 
of the OSVE and lift the LCD Screen up 
 

 Using the BLACK key, unlock the 
access door to the left of the screen 
 

 Make sure the Election Thumb Drive is 
sealed and tighten the tape 
 

 The OSVE will turn on automatically and 
in a few seconds should be functional. If 
it does not, press the “POWER” button 
(bottom) 
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PRESS “OPEN POLLS” 
BUTTON TO PRINT  

ZERO TAPE 

 

Do not remove the 
Initial State Report.  

It must stay 
attached to the Zero 
Tape until printing 

has completed.  The 
Zero Tape will then 
be detached and 
placed inside the 
Activator Case  
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If your modem is working, 
it will have a green 

checkmark on the OSVE 
screen on Monday 

afternoon.  This 
checkmark will only 

appear on Monday. While 
the polls are open on 

Tuesday, there will be a 
red “X” on the icon     

 
 

The green checkmark will 
appear again on Tuesday 
night after the OSVE is 

closed 
 
 

(Enlarged View of OSVE Tool Bar)  
Note:  If there is a red “X” on the icon, you may need to move 

the thumb drive to another unit  

Note:  Enlarged View of OSVE Tool Bar 



 

 Press and hold the “POWER” button for two (2) seconds.  The 
backlight will turn from Green to Orange 

 

 
 Press “CONTINUE POWER DOWN” located on the right side of 

screen 
 
 Using the BLACK key, lock the access door, leaving the Election 

Thumb Drive in its slot 
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 Close the OSVE LCD screen, 

and lock it using the BLACK key 
 

 Close the OSVE lid.  Latch the 
two (2) black latches, and lock it 
using the SILVER key 
 

 Place a seal through one (1) of 
the four (4) eyelids located next 
to the latches.  Record this seal 
number on the Certificate of 
Security 
 

 Place the OSVE keys and the 
Zero Tape in the Activator Case 
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The iVotronic and OSVE Zero Tapes must be compared against the 
ballots.  One (1) ballot from each precinct must be spoiled prior to 

verifying 
 

If you are assigned to a Multiple Precinct, you MUST compare the 
ballot for each precinct to the corresponding OSVE for that precinct.  

Get the ballot right! 
 The Clerk and ES will verify the Zero Tapes to the spoiled ballot(s) by reading 

and comparing content (candidates, issues, etc.) 
 Place all spoiled ballots inside the assembled Spoiled Ballot Box 

DO NOT INSERT 
SPOILED BALLOT(S) 

INTO OSVE 
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iVotronic 

   
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Communications Pack 

 

Used to: 
Print Zero Tape/Results Tapes 

Modem results 
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Personal Electronic 
Ballot (PEB) 
Used to: 
Open/Close 
Print Zero Tape/Results 
Tapes 
Password Lock/Unlock 



VOTE 

Precinct 002 

Precinct 001 

Precinct 003 

Do not remove the Master 
Activator (PEB) while the 

above message is displayed 

 Use the Activator (PEB), 
and always read the 
screen for informational 
messages 

 Insert the Activator (PEB) 
and the message screen 
will appear 
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VOTE 

Precinct 002 

Precinct 001 

Precinct 003 

Yes No 

 
Verify Polling Location 

PRECINCT XXX 
If this is the correct 

polling location. 
 

 After a few minutes 
(depending on the size 
of the ballot), the 
following screen 
appears: 
 

 
 Select “YES” if precinct 

is correct 

IF PRECINCT IS NOT 
CORRECT, CALL ELECTION 

CENTRAL IMMEDIATELY 
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VOTE 

You must remove  
PEB now to continue  
opening the terminal. 

 
This process may  

take a few minutes… 

 
The following message will 

appear: 
 

 After a few minutes 
(depending on the size of 
the ballot), the following 
screen appears: 

 
 At this point, remove the  

Activator (PEB) to 
continue opening the 
iVotronic 

 
WARNING DO NOT  

REMOVE PEB 
Please Wait … 
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 While the opening process 
continues, the following 
message is displayed: 
 
 

 After a few minutes 
(depending on the size of 
the ballot), the following 
screen appears: 
 

DO NOT PRESS THE 
VOTE BUTTON 

VOTE 

Completing terminal  
opening process 

Please wait 
This process may take  

a few minutes 

Terminal opening  
Successful!  

This terminal is now  
Ready for voting.  
Insert PEB to Print 

Zero Tape or  
Press Vote Button to  

Exit.  
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 Insert the Activator 
(PEB). The following 
message appears: 
 
 

 Select “Print polling 
location zero tapes 
now?”  

VOTE 
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Make sure the Communications Pack is connected 
to the back of the iVo and plugged into AC outlet 
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VOTE 

Print 

•Press the 
green button 

labeled Print to 
start printing the 

Zero Tapes.   
Cancel 

•To Exit 
Printing, Press 
Cancel Button 

 

 Turn the selector 
switch to PRINTER. 
A GREEN light will 
turn on 
 

 Press and hold the 
small BLACK 
button on the printer 
until the GREEN 
light turns on 
 

 Select “Print” to 
print the Zero Tape.  
While the Zero Tape 
is printing, the 
following message 
appears: 
 



 

After the iVo automatically 
prints one (1) Zero Tape, 
the following message 
appears: 
 

 Select “NO”  
 
 Verify the information on 

the Zero Tape, and sign 
the tape   
 

VOTE 

To pause 
printing Press 
button below 

 
 
 

Do you want to 
print another? 

 Yes 
   No 

Please remove PEB.   
Terminal is now OPEN for voting. 

Pause 
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 If the correct 
password was 
entered, the screen 
will darken and the 
following message 
will appear on the 
bottom left of the 
screen: 

 
 
 
 

 The iVo is locked and      
the Activator (PEB) 
can now be removed 

“Please remove 
PEB. Terminal is 

Locked for Voting.” 

VOTE 

Q T E W R U Y P O I 
F G H S D L K J A 

Z X C V B N M 

Enter the override password 
(taped on the inside of the 
Activator Case) and press 

OK.  

Press Lock Terminal 
Override Password Screen 

appears: 

 Insert the PEB into the iVotronic while holding 
down the “VOTE” button.   When the Service 
Menu appears, select “Lock Terminal” option. 
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 Place the Activator (PEB) in the 
Activator Case. Use the 
iVotronic Zero Tape to complete 
the Certificate of Security 
 

 Sign the  iVotronic Zero Tape 
 

 Close the top portion of the 
iVotronic and place a seal 
around the handle.  Record the 
seal number on the Certificate 
of Security 
 

 Place the iVotronic Zero Tape 
inside the Activator Case 
 

Election Judge: Name of Elections Specialist 

45 



Certificate of Security 

 
 

The Monday 
afternoon portion 
of the Certificate 
of Security must 

be completed 
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 Unlock EViD(s) and verify that the Totals Tickets read “No voting 
passes issued on this machine today,” otherwise, call Election 
Central 
 

 Unlock iVotronic and verify the Public Count is “0” 
 

 Unlock Optical Scan Voting Equipment and verify the Public Count is “0” 
 

 Call Election Central when voting equipment is unlocked 
 

 Verify the seal numbers from Monday afternoon to make sure they 
match 
 

 Complete the Tuesday morning portion of the Certificate of Security and 
“Before the Polls Open Checklist” 

47 



 

The Tuesday 
morning portion 
of the Certificate 
of Security must 
be completed.  
This replaces 

the Seal 
Verification 

Form 
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Unlocking the EViD on Tuesday Morning  

1. To unlock the EViD screen on 
Tuesday morning, input the 
passcode (an 8-digit number)  
that was provided on Monday 
afternoon.  Continue by 
pressing the Unlock button. 

2. Input the initials of the person  
 accessing the EViD.  Remember 

that only letters are to be used 
(minimum of 2 letters & a maximum 
of 3 letters); no numbers are 
accepted by the system.  

 

 Press “OK” to continue to the 
Home Screen. 

3. The Home Screen is now  
 available, and the initials 

of the person accessing 
the EViD should appear 
above the words, 
“Change Initials.” 
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Unlocking the EViD on Tuesday Morning  
 

4. In the  Date of Birth field, enter   
      “99999999”.  Press the Search  
      button. 
 
5. On the Tech Utilities menu, 

press the Print Totals Ticket 
button.  Confirm that the Totals 
ticket displays the message   

      “No voting passes issued on this   
       machine today,” otherwise, call  
       Election Central. 
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6. On the Tech Utilities menu, press 
Exit to return to the Home Screen. 

7. Press the Change Initials button  
     on the Home Screen to logout of  
     the EViD. 

Unlocking the EViD on Tuesday Morning  
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Unlocking the OSVE 
 

 Using the SILVER key, unlock the 
OSVE lid.  Unlatch the two latches 
and slowly open the lid 
 

 Using the BLACK key, unlock the 
front of the OSVE and lift the LCD 
Screen up 
 

 The OSVE will turn on 
automatically and in a few seconds 
should be functional 
 

 The OSVE will print a 
miscellaneous tape known as the 
Election Definition.   

     Do Not Remove 
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Unlocking the OSVE 
 

 Make sure you check that the Public Count is zero after unlocking 
the OSVE.  The Public Count will be displayed  

     on the upper portion of the LCD Screen 
 
 
 

 
 
 
 
 

 

• Lock the brakes and ensure that the Ballot Container flaps are open 
 

IF PUBLIC COUNT IS NOT “0”,  
CALL ELECTION CENTRAL 
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Locate the Activator (PEB) 

 
 Insert the Activator (PEB).  The 

following message appears: 
 

 Press the iVotronic screen to 
continue.  The following screen 
appears: 
 

 Enter the override password  
     (can be found inside the Activator   
     Case lid) and press “OK” 

Unlocking the iVotronic 
VOTE 

Q T E W R U Y P O I 
F G H S D L K J A 

Z X C V B N M 

This Terminal is 
Locked for Voting 
Touch Screen to 

Unlock 

Please Enter 
Override Password 
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Unlocking the iVotronic (Cont’d) 
The following message appears: 

 

 “Remove the PEB.  The 
Terminal is Now Open for 
Voting.” 

 Make sure to check that the 
Public Count is zero after 
unlocking the terminals.  Insert 
Activator (PEB) and look at the 
bottom of the screen for Public 
Count.  If it is zero, remove 
Activator (PEB) 

IF PUBLIC COUNT IS NOT “0”,  
CALL ELECTION CENTRAL 

VOTE 

Please remove 
PEB. Terminal is 

Now Open for 
Voting 
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Please Do Not: 
 
 

 Leave the polling place 
 

 Wear campaign buttons, t-shirts, or any other politically 
oriented items 
 

 Accept anything from a poll watcher, solicitor, or candidate 
 

 Use an official ballot for demonstration  
 

 Give any advice, information or material regarding the ballot 
 

 Smoke inside the polling place 
 

 Take radios, television sets, magazines, laptops, 
newspapers, pets or individuals not part of the election board 
to the polls 
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White Label = Regular Ballots 

Green Label = Provisional Ballots 

Ballot Boxes 
NPA 

NPA 
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Ballot Boxes (Cont’d) 
Ballot Box Labels 
PCT: _____________   BOX ______ of _____ 
Election Name: ______________ 
Date: ___  / ___  / ____ 
Ballot Quantity: 900 
OSVE Serial #: ___________ 
Ballot Container Seal #: ____________________ 
ES Signature:  _____________ Print Name: ___________   
Clerk Signature: ___________  Print Name: ___________   
Tech Signature: ____________ Print Name: ___________   
*Match to GSA Box* 009.0-_ 100_010F-2_G002_IP-120501-9 
Property of Miami Dade Elections-May 01 Surfside Special Elect 2700 NW 87th Ave, Doral FL 

Miami – Dade County Elections 
 
                                                                 Box 1 of 2 
                 Total 1900 
Precinct     009.0                G002               120501 
 
 
 
009.0-_ 100_010F-2_G002_IP-120501-9 
Boxed on 4/11/2012           9 Packs          100 Sets/Pack 

Precinct # 
Ballot 
Style 

Box # 

PRI 

58 



 When the first voter inserts their ballot, the OSVE will print a  
miscellaneous report known as the First Ballot Processed.   

     Do not remove this tape. 
Pages per Ballot *Public Count Total Ballot Pages 

Before Bin Replacement 

1 2000 2000 

2 1000 2000 
3 650 1950 

 The Elections Specialist is responsible for keeping the 
OSVE keys in their possession for the entire day. 

*Public Count Only Advances With First Ballot Page 
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Identify Voter Fraud 

 
It is illegal to: 
 

 Vote in person and by absentee ballot at any election 
 

 Cast more than one ballot at any election 
 

 Help others who violate this code 
 

(F.S. 104.17, 104.18, 104.091) 
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 Collect voter’s Voting 
Pass 

 Insert PEB 
 Select  precinct number 
    (based on Voting Pass) 
 

VOTE 

Precinct 002 

Precinct 001 

Precinct 003 

iVotronic – Activating a ballot 

When activating the iVotronic in  
a Multiple Precinct, the first 
selection will be precinct  

selection 
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VOTE 

YES NO 

Ballot Style Selection 

NPA 
Is this selection 

correct? 

 Confirm voter’s Ballot Style  
 Select “Yes” 

iVotronic - Activating a ballot 

 The voter requested an  
Audio Ballot press the  
Green diamond shape 

Button on the bottom of  
The equipment.  

 

 Make the appropriate  
     selection 
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VOTE 

ENGLISH 

SPANISH 

CREOLE 

 

The voter 
selects the 
language 

preference 
 

iVotronic - Activating a ballot 
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iVotronic – Canceling a ballot 
 

If a voter requests to  
cancel his/her ballot: 

 Two (2) members of 
the Election Board 
need to be present 

 Insert PEB 

 Select “Cancel” 

 Select “YES” to 
confirm your selection 

 Select the reason for                  
canceling the ballot 

 

VOTE 

Cast 
Cancel 
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iVotronic– Casting a ballot for a voter 
 

If a voter fails to cast 
his/her ballot, two (2)  
members of the Board: 

 Insert PEB 

 Select “Cast” 

 Select “YES” to confirm 
your selection 

 Remove PEB as ballot 
has been cast 

 

VOTE 

Cast 
Cancel 
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Voting After Poll Closing Time 
VOTE 

CLOSE THE POLLS 

CLOSE MENU OPTION 

EXIT THIS MENU 

 

 When the terminal’s 
internal clock reaches 
the pre-programmed 
official poll closing time 
and you insert   the 
Activator (PEB), the  
screen displays: 

 Select “Exit This Menu” 
until the last voter in line 
has voted. This will 
allow you to activate a 
ballot 
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ES Processing of Wait Time Indicators 
 

As part of delivering excellence to all of Miami-Dade County’s voters, the Elections 
Department will actively monitor the “wait times” of the voters at each precinct 

 
Throughout Election Day and at the beginning of each hour, the Poll Deputy will provide 
the last voter in line with a Wait Time Indicator.  This ticket will be used to record the 

voter’s “Wait Start Time” and “Wait End Time.”  This information will further be captured 
in the EViD by the ES so that the Elections Department will have information to help 

assess and manage resources within each precinct 
 

Once the selected voter arrives inside the precinct and goes to the EViD Check-In 
Table, the EViD Inspector will take the ticket from the voter and record the voter’s “Wait 

End Time.”  The EViD Inspector will process the voter following normal  
Check-In procedures 

 
The Wait Time Indicator will then be given to you to input that information into the 

EViD.  The Elections Department will be able to view that information at Headquarters 
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1. From the Home screen,    
      press the “Search for  
      Voter” button 
 
 

2. At the Manual Search  
      screen, input “99999999”  
      in the “Date of Birth”  
      field.  Press the “Search”  
      button to continue 

3. On the Tech Utilities  
      screen, press the  
      “Select Wait Times”  
      button to proceed 
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4. On the Wait Time Selection screen, 
Press drop-down arrow to view menu  

      options 

5.  From the drop-down menu, select the    
     Wait Time from the list of options, and    
     press the “Submit Wait Time” button 

Note:  Place the Wait Time Indicators in the provided envelope and 
into the ES Box to transport to the Collection Center 



 Legal Residence    (Section 1)  
              OR 
 They are not listed on the EViD 

 

 Name Change        (Section 2) 
 

 
 

 

 

 Signature Differs    (Section 3) 

Elections Specialists (ES)  are responsible for 
completing & filing Affirmations 

Note:  Blank Affirmations can be found inside the Clear Folder located in the Ballot Supply Box.  All 
completed Affirmations are filed inside the “Completed Affirmations” Envelope 

An Affirmation is a legal document used when 
a Miami-Dade County voter has a change in 
their personal information: 

Write the 
voter’s 
Party 
Affiliation 
in the 
space 
provided 
for Early 
Voting  
Site # 
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1. If the voter states that his/her address has changed from the address that appears on the 
EViD screen, the EViD Inspector will send the voter to the Elections Specialist (ES).  The 
EViD Inspector processes the next voter 

 

2. Once the voter completes an Affirmation, the ES will use the first available EViD at the 
Check-In Table and either swipe the voter’s Florida Driver’s License/Florida ID Card 
through the card reader on the EViD; or press the SEARCH FOR VOTER button, and 
enter the voter’s birth date (mm/dd/yyyy), last name and first name 

 

3.      When the voter’s information appears on the “Name and Address Verification” screen,  
          press “NO” when asked, “Does voter information match this information?” 

NEVER CHANGE A VOTER’S INFORMATION WITHOUT A COMPLETED 
AFFIRMATION 
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4. When the    
      Verify Voter    
      Information   
      screen appears,   
      press the  
      Name/Address   
      Change button 



Enter Voter Information Screen 
Do Not Use the 
FIND ADDRESS or 
the CHANGE 
MAILING ADDRESS 
buttons 

Use ONLY the 
Clear Address, 
OK and Cancel 
buttons 
Note:  If the voter has 
a Name Change, first 
highlight the name 
that needs to be 
changed, and begin 
typing the new name 
into that field 

73 



5. When entering a new address 
for the voter, you must first 
press Clear Address,  

     and then confirm “Yes” 

When entering an address, you 
MUST input it exactly as it is written 
on the Affirmation 

Enter Voter Information Screen 
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Enter Voter Information Screen 

6405  W  27th  Ln  Apt  123 

If the address is entered correctly, the City Name and 
Zip Code will automatically populate. 
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6.   When changing the voter’s address, make sure to include the ordinal suffix  
      in the Street Name 
 

7.   Example: 6405 W 27th Ln, Apt 123, Hialeah, FL 33016 
 The “6405” would go in the “Nbr” field 
 “W” would go in the “Dir” field 
 “27” with the ordinal suffix of “th” included would go in the “Street Name” field 
 “Ln” would go in the “Type” field 
 “Apt” would go in the “Unit Type” field 
 And “123” would go in the “Nbr” field 
 The “City Name” and “Zip Code” fields will populate automatically when the  address is 

entered correctly  
 

8.   Enter the voter’s new address on the ENTER VOTER INFORMATION screen 
 

9.   Verify the updated information is  
      correct and press the OK button 
 

10. The ES will process the voter 
 

11.  The ES will ask the  voter to sign  
       the Signature Pad 

 

12.  The Clerk or Assistant Clerk will verify that the signature matches 
        the signature appearing on the voter’s ID 
 

13.  The Clerk or Assistant Clerk will press the ACCEPT SIGNATURE button on the Signature Pad 
 

14.  A Voting Pass will print. Give the voter his/her Voting Pass, and direct the voter to the Ballot Table 
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15. If the voter still belongs to your precinct, a duplicate copy or a “Reprint”     
      of the voter’s Voting Pass must be printed and attached to that Affirmation.  On the  
      Home screen, press the Previous Voter button displaying that voter’s name 

REPRINT 
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16. Press Reprint on the Review Voter Information screen to print a   
   duplicate copy of the Voting Pass 

REPRINT (Cont’d) 
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17. Circle the 
precinct   
(if Multiple 
Precinct) 

 

18.  Attach the reprinted Voting Pass to the Affirmation and file inside the 
“Completed Affirmations” envelope 

REPRINT (Cont’d) 
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 If the voter no longer belongs to your precinct, the  Action Required screen will 
appear.  Press “OK”  

 

 An Action Required ticket will be printed. Attach the Action Required ticket to the 
completed Affirmation, and have the voter take both documents to the precinct 
indicated on the ticket 

Voter’s New 
Precinct 
Information 
following an 
Address 
Change using 
a Completed 
Affirmation 
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ATTENTION! 
NO EViD CONNECTIVITY 

 
 Any Out-of-County voter that has recently moved into your precinct must be verified by Election 

Central – Voter Registration 
 

 Voter Registration will verify the status of the voter and then make the address change 
 

 Once added to the database, the voter’s information should be accessible by the EViD at your 
precinct 
 

 The ES should proceed with the regular EViD Check-In procedures for that voter 
 

 However, if there are network connectivity issues, and the EViD is “offline,” therefore not 
updating voter information, the ES or Clerk must contact Election Central immediately 
 

 Since this voter’s information will not be accessible in the EViD, Administrative 
Procedures’ personnel will instruct the ES or Clerk on how to process this voter using the 
“Election Day Voter Certificate.” 
 

DO NOT ISSUE THIS VOTER A PROVISIONAL BALLOT.  
THIS IS STILL AN ELIGIBLE VOTER! 
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1. If the voter states that his/her name has changed from the name that appears  on the EViD 
screen, the EViD Inspector sends the voter to the Elections Specialist (ES). The EViD Inspector 
processes the next voter 

 

2.  Once the voter completes an Affirmation, the ES will use the first available EViD at the Check-In 
Table and either swipe the voter’s Florida Driver’s License/Florida ID Card through the card 
reader on the EViD; or press the SEARCH FOR VOTER button, and enter the voter’s birth date 
(mm/dd/yyyy), last name and first name 
 

3.  When the voter’s information appears on the “Name and Address Verification” screen,  
     press “NO” when asked, “Does voter information match this information?” 
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4. To change the voter’s name, the ES touches the name field to be             
changed; deletes the name to be changed or corrected, and types in the new 
name(s). Press “OK” 

 
 
 
 
 
 
 
 

5. The ES will print the Voting Pass.  Once the Voting Pass prints, give it to the 
voter and direct him/her to the Ballot Table 

 

6. Press on the voter’s name on the Home Screen 
 

7. Press the REPRINT button located at the right hand corner on the Review 
Voter Information screen, and a duplicate copy of the Voting Pass will print 

 

8. Circle the precinct number (if Multiple Precinct) 
 

9. Attach the reprinted Voting Pass to the Affirmation 
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What if the voter is not found in the EViD? 
 

 The EViD Inspector will refer the voter to the ES (or the 
Clerk) 

 The voter may have to vote a Provisional Ballot 
 If the voter was previously registered in another Florida 

County, the ES or Clerk will call Election Central - Voter 
Registration to confirm that the voter was an active voter 
in that county  

 Once it is confirmed, an Affirmation/Affidavit will be 
completed and Change of Address procedures will be 
followed 
 NEVER CHANGE A VOTER’S NAME OR ADDRESS WITHOUT A 

COMPLETED AFFIRMATION SIGNED BY THE VOTER 
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A Provisional Ballot 
is a ballot used when 
the voter’s eligibility 
cannot be determined 
at the polling place on 
Election Day 

The Provisional 
Ballot Box is 

identified by a 
GREEN label 

Get the ballot right! 
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 A Provisional Ballot is used when the voter’s eligibility cannot 
be determined at the polling place on Election Day 

 Only the Elections Specialist determines who receives a 
Provisional Ballot 

 The ES calls Election Central to determine if the voter is in 
the correct precinct and helps the voter complete the 
paperwork 

 These voters are given the Optical Scan Provisional Ballot 

 The Provisional Ballot will be tracked within the EViD 

 These voters: 

 
 

 Do Not Go to the Ballot Table 

 Do Not Go to the OSVEs 
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VOTER IS DIRECTED TO THE ELECTIONS SPECIALIST (ES) TO 

DETERMINE THE REASON THE PROVISIONAL BALLOT IS ISSUED 
  
 

ES CALLS  
ELECTION CENTRAL – ADMINISTRATIVE PROCEDURES  

TO ADVISE 
   
 

PROVISIONAL BALLOT PROCEDURES 

 
ES WILL GO TO THE FIRST AVAILABLE EViD AND  ENTER 

PROVISIONAL BALLOT TRACKING INFORMATION INTO THE 
EViD FROM THE PROVISIONAL BALLOT 

ENVELOPE/CERTIFICATE. THE VOTER SIGNS THE 
SIGNATURE PAD ON THE EViD ACKNOWLEDGING RECEIPT 

 

Optical Scan Envelope Touchscreen Certificate 

WAS ES 
GIVEN 

PERMISSION 
TO ISSUE 

PROVISIONAL 
BALLOT? 

YES 

NO 

 
ES  PLACES PROVISIONAL BALLOT VOTING PASS INTO GREEN, USED PROVISIONAL 

BALLOT BAG.  VOTER RECEIVES THE TRACKING RECEIPT AND THEN PLACES 
PROVISIONAL BALLOT ENVELOPE/CERTIFICATE INTO THE VOTER DEPOSIT BOX 

 

 
VOTER EXITS 

PRECINCT 
 

DID VOTER 
REQUEST TO 

USE THE 
iVotronic? 

 
 

VOTER COMPLETES THE OPTICAL SCAN 
ENVELOPE & AN OPTICAL SCAN PROVISIONAL 

BALLOT.  THE BALLOT IS SEALED IN THE 
PROVISIONAL BALLOT ENVELOPE. ES 
RECORDS INFORMATION ONTO THE 

PROVISIONAL BALLOT LOG 
 
 

 
 

THE VOTER COMPLETES THE TOUCHSCREEN 
CERTIFICATE & THE PROVISIONAL BALLOT IS 

COMPLETED USING THE iVOTRONIC. ES 
RECORDS INFORMATION ONTO THE 

PROVISIONAL BALLOT LOG 
 
 

YES NO 

 
 

ES INFORMS VOTER OF 
ELECTION CENTRAL’S 

DETERMINATION TO NOT ISSUE 
PROVISIONAL BALLOT 
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Reasons why a voter must complete a Provisional Ballot: 

X 
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Optical Scan Provisional Ballot 
ALWAYS 
write the 
voter’s 
specific 
precinct 

number on 
the envelope 
or certificate 
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Change of address for a voter from another Florida County 
 

These voters would not be found in the EViD system, so the ES (or the 
Clerk) must have the voter to fill out and sign an Affirmation/Affidavit 
(Section #1) and call Election Central – Voter Registration - and follow 
their instructions 
 
 If Voter Registration indicates to the ES that the voter is eligible to vote 

and is in the correct precinct, the ES will follow change of address 
procedures and print the Voting Pass for the voter   

 
 Otherwise, if the voter is not eligible to vote, but insists on casting a 

ballot, then a Provisional Ballot must be issued 

Out of County Voter 
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If the voter requests to use 
the iVotronic, the ES will 

complete a Touch Screen 
Provisional Ballot 

Certificate  

Prior to activating the 
iVotronic, the ES must call 

Election Central 
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1. Record precinct number 
 

2. Record Election name  
 

3. Record Election date 
 

4. Record the Provisional Ballot 
ID number 
 

5. Print Voter’s Last and First 
Name 
 

6. Record reason for issuing the 
Provisional Ballot 
 

7. Clerk and ES print and sign 

Note:  Every Provisional Ballot issued 
must be recorded on the Provisional 
Ballot Log and also tracked in the EViD 
system 
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1. Once the voter has completed the Provisional Ballot, the ES will go to the first 
available EViD at the Check-In Table and input the information from the 
Provisional Ballot envelope/certificate into the EViD.  The ES will press the  No 
ID Provided button on the Home screen 

Take notice that  
the No ID Provided  
button will use the  
same Manual Search  
screen  as the  
Search For Voter button 
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2. Enter the voter’s information into the proper fields, and 
press the Search button 

If the voter 
cannot be 
located within the  
database, then 
use the Cannot 
Find Voter 
button 
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3. When the Provisional Ballot Entry  
      screen appears, enter the Tracking   
      Number located on the Provisional Ballot  
      envelope/certificate. Confirm that both  
      numbers are the same Tracking Number 

 

4. Select the Reason for Provisional by  
      using the drop down arrow and selecting    
      the corresponding reason that is marked    
      on the Provisional Ballot   
      envelope/certificate. Press “OK” 
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EViD Dropdown Menu 

Numbered to Match Corresponding Reasons on the  

Provisional Ballot Envelope/Certificate 

Provisional Ballot Reasons: 

Provisional Ballot Envelope/Certificate 
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5. Once you have entered all information, the Signature Screen will 
appear   
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6. Ask the voter to sign the Signature Pad 
7. Verify signature on the Signature Pad matches the  
      signature on the Provisional Ballot envelope/certificate 
 

8.   Press ACCEPT SIGNATURE 
 

9.   A Provisional Ballot Voting Pass will print 
10.  The ES keeps the Provisional Ballot Voting Pass  
       and places it inside the green, Used Provisional Ballot Bag   
 

11.  The voter will deposit the Provisional Ballot 
       envelope/certificate inside the black Voter Deposit Box 
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DO NOT GIVE  

THE PROVISIONAL BALLOT VOTING PASS TO THE VOTER! 



E00-13B01629 
Voting Passes: 0 

Clerk Station (King)                 Ben Sheppard Elementary School 
5/12/2015 07:00:00 AM                                     322 

Reset Sigpad – If the 
  Sigpad fails, simply, press 
  Reset Sigpad   

If the Sigpad still does not respond, then    
  restart program by pressing Exit and then  
  Restart Program 
 

Remember to reinsert the thumb drive into   
  EViD  when restarting program 
 

This process may also be used to reset  
  the Magnetic Strip Reader 
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 Problem:  MiFi Disconnected on the EViD (King) 
 

 Solution:  The MiFi needs to be reinserted into the EViD. The EViD 
that has the MiFi connected to it is known as the “King.”  This EViD may 
be identified by looking at the top left-hand corner of the screen for the 
word “King.”  Check the signal strength and check the status.  
Connectivity is established when MB used counter begins displaying 
time elapsed.  
 

 If wireless connectivity is not established within five (5) minutes, 
unplug the MiFi from the back of the unit and re-insert it into the 
port. 

 Problem:  The thumb drive/activator is not properly plugged into the     
USB port.   It will display, “Activator not found.” 

 Solution:  If the thumb drive/activator was not inserted properly, 
remove it from the USB port located on the back of the EViD. Ensure 
that it is re-inserted, properly, into the same slot from which it was 
initially removed.  If re-inserting the thumb drive into the same port does 
not resolve the issue, then insert the thumb drive into a different USB 
port.  Allow up to 10 seconds for the EViD to register the drive.   
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Printer not Printing 
Paper is installed backwards or printer needs 
paper 

Ensure paper is loaded into the printer (the paper 
rolls away from the monitor) 

There is no need to reprint a ticket, the memory is 
maintained and all unprinted tickets will be printed 
when paper has been added 

TO LOAD PAPER: 

• Push latch down on top of printer 

• Insert paper, roll facing downwards.  Pull a 
piece of the paper to hang from the top as the 
cover is closed (this prevents paper jams) 

After cover has been closed, all pending tickets will 
be printed 

*NOTE:  Printer will NOT give notification that the 
paper is out or inserted backwards.  Change paper 
roll when red begins to show in margins of paper 
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1. On the Home Screen, press the Previous 
Voter button displaying that voter’s name. The 
“Review Voter Information” screen will then 
appear 

 

2.  Press the Undo Check-in button to  
     undo the check-in. A ticket will then  
     print out 
 

3.  Fold the ticket voiding the check-in  
     and the original Voting Pass together  
     and place them inside the  
     Voter Deposit Box 

To undo a voter that was previously checked-in,  
do the following: 

NOTE:  If you are undoing a check-in for a voter that was 
not the last voter checked-in, you must press the Voter Info 
button on the Home Screen.  Once you are on the Manual 
Search Screen, input the voter’s information and press 
Search.  Get the Security Card from the ES to swipe it when 
requested.  Proceed with steps 2 & 3 above 
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 The ES will perform the following tasks: 
 Close OSVE(s) and print Results Tape 
 Transmit each OSVE’s results via the modem and  
     remove Results Tapes after machine closes 
 Close iVotronic and print Results Tapes 
 Close EViDs and print the Totals Tickets (Qty: 1/EViD) 
 Pack items in Results Bag to be transported to the Collection Center 
 Pack Elections Specialist Box to transport to the Collection Center 

 
 The Clerk will assist the ES with the following tasks: 

 The removal and labelling of Ballot Bins 
 Completion of security forms 
 Preparation of ES box  

 The Assistant Clerk & Inspectors will pack the EViDs and the iVo 
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2. On the Home Screen,  
     press the Exit button 

3. Press “Yes” to confirm.  The 
Totals Ticket will print.   

       [One (1) for each EViD] 

1. Insert the thumb drive into the “Pawn” EViD 

NOTE:  ALL“PAWN” EViDs ARE ALWAYS CLOSED FIRST.  THE“KING” EViD 
WILL ALWAYS BE CLOSED LAST 
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 After the last voter has cast their ballot, the precinct must be checked for 
abandoned ballots.  Abandoned ballots must be placed inside the Voter 
Deposit Box 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

 The Clerk and ES will remove all ballots from the Voter Deposit Box, 
insert them into the Optical Scan Voting Equipment and accept them AS 
IS.  Be sure to match the PCT number on the ballot to the PCT 
number on the OSVE 
 
 
 
 
 
 
 

NOTE: The Optical Scan Voting Equipment cannot be closed until it is 
verified that there are no ballots inside the Voter Deposit Box 
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 Insert the Activator (PEB) into a voting terminal to close the polls. 
The Close Option Menu screen appears: 

 
 

 
 
 
 

 If all voters have finished voting, press “Close the Polls” and 
proceed to the next step.  The following screen appears:  
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 The message “Collecting Votes to PEB” then displays as shown 
below. Do not remove the PEB. The terminal will automatically copy 
its vote totals from memory onto the PEB. The terminal also copies 
its Public Count, serial number and the opening/closing time and 
date onto the Activator (PEB) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The Collecting Audit Data to Compact Flash process then begins. Do 
not remove the PEB during this process 
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 The message “Terminal Closing Complete” appears 
when the process is complete as shown below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Remove the Activator (PEB) 
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 Once the votes from the voter terminal have been collected on the 
Activator (PEB), connect the Communications Pack to the top of the 
closed voter terminal 
 

 Turn the selector switch on the Communications Pack to “Printer” 
until its GREEN light turns on 
 

 Press and hold the small, BLACK button on the printer until the 
GREEN light turns on 
 

 Insert the Activator (PEB).  A message will appear 
 

 Select “Print Polling Location Results Tape Now?”  

109 



 

 The terminal accesses the PEB, and the print instruction screen will 
appear: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Follow the screen instructions. Press the green PRINT button and 
printing begins immediately. A Pause button appears. If you need to   
stop the printer, press the Pause button. Press the Resume button 
to continue printing 
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 After the printer produces the two (2) Results Tapes, the message “Do 
you want to print another report?” appears 
 

 Press “No.” Only Two (2) Results Tapes will be needed.  The following 
appears at the top of the screen: 
 
 

 
 
 
 

 Press “Done,” and the following message appears at the bottom left 
hand corner: 

“Please remove PEB.  Re-collect not chosen” 
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 Press the screen to continue and remove Activator (PEB) 
 

 Remove the Flash Card by breaking the seal and 
opening the sliding door on the top of the voter terminal.  
Place the Flash Card inside the clear bag within the 
Results Bag 
 

 Sign all the Results Tapes.  Place one (1) on the polling 
place door and the other inside the Results Bag 
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It is the job of the ES to be as expeditious as possible in transmitting the results 
from the precinct to the Elections Department.   

However, please be reminded that speed does not supersede accuracy! 
 

 Using the BLACK key, unlock the BACK access door 
 Connect the phone line to the modem of the OSVE (DS200) 
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BACK 
ACCESS 
DOOR 

(CLOSED) 
BACK 

ACCESS 
DOOR 

(OPENED) 



 Using the BLACK key, unlock the FRONT access door above the printer 
 
 
 
 
 

 
 
 

 

 Press and hold the “CLOSE POLLS” button  
 Two (2) Results Tapes will be printed 
 Transmission of the results will automatically begin following the printing of the Results Tapes: 
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 Once the results have successfully transmitted, press “OK” to print the “Modem Operation 
Completed” message 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Proceed to shutdown the OSVE 
 Press “Shutdown,” and allow the  
       OSVE to power-off 
 Remove thumb drive 
 Close the LCD screen, and lock it  
       using the BLACK key 
 Close the lid of the OSVE, and lock 
       it using the SILVER key 
 Return the keys in the Activator Case 
 

NOTE: The first OSVE that successfully transmitted should not be shutdown until all  
subsequent OSVEs have transmitted successfully 

 
Once the last OSVE has successfully transmitted, 

the first OSVE to transmit should be shutdown 
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MOVING THE THUMB DRIVE  
FROM A FAILED OSVE  

TO THE 1ST SUCCESSFULLY TRANSMITTED OSVE 
 
 

Identifying the OSVE that was the first to successfully transmit the results will be helpful if transmission 
problems are encountered with successive OSVEs   

 

The following three (3) instances would require removal of the thumb drive from a failed OSVE and 
placing the media into another OSVE: 
 

 1.  While attempting to transmit results, if there is a red “X” on the        
      modem icon that is located on the OSVE’s toolbar in the right-hand  
      top corner of the screen 
 
 2.  If the OSVE is inoperable (ex.  frozen screen; blank screen, etc.) 
 
 3. If you encounter 10 or more attempts during the transmission process, you must call 
     Election Central (Transmission Troubleshooting).  Instructions will be given on how to 
     resolve the issue 
 

NOTE:  It is very important that the ES not move the thumb drive without prior authorization.  
Specific instructions will be given to the ES by Transmission Troubleshooting personnel 

 



 
 

 When shutdown is complete, remove Results Tapes      
and Election Thumb Drive 
 

 “Close Polls” on each OSVE and transmit and print 
Results Tapes for each precinct even if there are no 
votes on the machine 
 

 
Results Tapes from all precincts and all OSVE units 

must be brought to the Collection Center  
whether there are votes or not 

117 



OSVE iVotronic EViD 
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Top of Results 
Tape 

Bottom of Results 
Tape 



 

The following must be  
packed inside the EViD Media Bag: 
 
 

1. EViD Start-up Tickets (2/EViD) 
– Monday Set-up 
– Tuesday Morning (After Unlock) 

2. EViD Totals Ticket (2/EViD) 
– Tuesday Morning 
– Tuesday Closing  

3. EViD Thumb Drives (2) 
4. EViD MiFi & USB Cable (1) 
5. EViD Security Cards (2)  

 

 
 

 

EViD MiFi 
(1) 

EViD Media 
 Bag 

EViD Security Cards 
(2) 

EViD Thumb Drives (2) 

EViD MiFi USB Cable 
(1) 

EViD Start-Up Tickets  
(2) 

EViD Totals Tickets  
(2) 
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You will now have two (2) clear bags to go inside the Results bag.  The 
media from all voting equipment must be packed together inside one 
(1) of the clear bags, and the Zero and Results tapes from all voting 

equipment must be packed together inside the other bag. 
 

1. Place Zero Tapes and Results Tapes from all voting equipment (all 
OSVEs and iVotronic) inside the bag labeled Tapes 

2. Place media (OSVE thumb drives and iVotronic PEB and flash 
card) from all voting equipment (all OSVEs and iVotronic) inside the 
clear bag 

3. If you are assigned to Multiple Precinct, you must have the tapes 
and media from all precincts packed together in the same bags 
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Zero and 
Results 
Tapes 

from all 
OSVEs 

and 
iVotronic 

 

Media 
from all 
OSVEs 

and 
iVotronic 

 

RESULTS BAG 
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Certificate of 
Security 

 
The Tuesday 

night portion of 
the Certificate of 

Security must 
be completed 

and delivered to 
the Collection 

Center 
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The Provisional Ballot Bag 
must be packed with the 
following: 
 

 Provisional Ballot Log 
 Voted Provisional Ballots 
 Provisional Ballot Voting 

Passes 
 

You must take the bag, along with the 
Provisional Ballot Log enclosed to the 

Collection Center,  
EVEN IF NO PROVISIONAL 

BALLOTS WERE PROCESSED 
 
 
 
 

 

In a Multiple Precinct, all 
Provisional Ballots go 
inside the same bag 
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 Results Bag 
o OSVE Zero Tape (1/per OSVE) 
o OSVE Results Tape (1/per OSVE) 
o OSVE Thumb Drive (1/per OSVE) 
o iVotronic Zero Tape (1) 
o iVotronic Results Tape (1) 
o iVotronic Flash Card (1) 
o Master Activator (PEB) 

 EViD Media Bag  
o EViD(s) Start-up Tickets (2/EViD) 
o EViD(s) Total Tapes (2/EViD) 
o EViD(s) Thumb Drives (2) 
o EViD MiFi (1) and USB Cable (1) 
o EViD Security Cards (2) 

The Elections Specialist will transport the following items inside the 
Elections Specialist Box to the Collection Center: 

 Provisional Ballot Bag  
o Voted Provisional Ballots 
o Provisional Ballot Log 
o Provisional Ballot Voting Passes 

 Completed Affirmations with stapled 
Voting Passes 

 Certificate of Security  
 Voted Ballot Containers 
 Payroll Sheets 
 Cell Phone 
 Wait Time Indicators 
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ELECTION DAY VOTER CERTIFICATE/ 
EMERGENCY VOTING PASS 
  
When you are unable to locate a voter using the EViD, the voter is 
sent to the Elections Specialist (ES) to determine their status. The 
ES will complete the Affirmation and contact Election Central - 
Voter Services area to determine the voter’s eligibility 
 

If it is determined the voter is an Out of County Voter who is 
eligible to vote and is in the correct precinct, the representative 
from Voter Services will affect the address change 
 

If it is determined the voter is in the wrong precinct they will be 
given the Affirmation along with the number and address of the 
new precinct 
 

In the event your precinct has temporarily lost connectivity, the 
EViD Inspector will not see the address change reflected on  
their EViD 
 
In this case, the ES must complete the Election Day  
Voter Certificate 
 

The voter must sign the certificate which will be used as a Voting 
Pass and proceed to the ballot table to receive their ballot. The ES 
must attach the Affirmation to the Election Day Voter Certificate, 
and place both in the “Completed Affirmations Envelope” and not 
in the Voter Deposit Box  

125 



 

PRECINCT REGISTERS  
 
Precinct registers will no longer be printed; therefore, in  case 
of an emergency, the Election Day Voter Certificate will be used 

 
The Clerk must call Election Central and notify the Supervisor of 

Elections of the situation.  Further instructions will be given at  
that time 
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ATTENTION! 
NO EViD CONNECTIVITY 

 Any Out-of-County voter that has recently moved into your precinct must be verified by Election 
Central – Voter Registration 
 

 Voter Registration will verify the status of the voter and then make the address change 
 

 Once added to the database, the voter’s information should be accessible by the EViD at  
       your precinct 

 

 The EViD Inspector should proceed with the regular EViD Check-In procedures for that voter 
 

 However, if there are network connectivity issues, and the EViD is “offline,” therefore not 
updating voter information, the ES or Clerk must contact Election Central immediately 
 

 Since this voter’s information will not be accessible in the EViD, Administrative Procedures’ 
personnel will instruct the ES or Clerk on how to process this voter using the “Election Day 
Voter Certificate” 
 

 DO NOT ISSUE THIS VOTER A PROVISIONAL BALLOT.  THIS IS STILL AN ELIGIBLE VOTER! 
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PROCEDURES FOR UNIVERSAL THUMB DRIVES ON ELECTION DAY 
  
Case Scenario 1:  A corrupted DS200 thumb drive needs to be replaced  
 
Case Scenario 2:  An additional  DS200 needs to be deployed due to a larger than expected  
                               voter turnout at a particular precinct 
  
The DS200 will operate with a “Universal” or ‘Early Voting” thumb drive.  The Administrative 
Troubleshooter (ATS) responsible for that precinct will be dispatched and will remain at that precinct until 
the replacement thumb drive has been installed successfully in the DS200. The ATS will train the ES and 
poll workers on how to activate a ballot with this thumb drive 
 
Identifying the Need to Replace a Corrupted Thumb Drive and/or Add Additional Units: 
 

Tabulation Section staff will burn and provide to Warehouse staff coded thumb drives containing all ballot 
styles (burned as Early Voting thumb drives) which will have a blank label for future registration of 
equipment serial number and precinct assignment   
 

Election Day Tech Rovers will be supplied with the said thumb drives to be kept in the Tech Rover Kit  
 

Election Day backup DS200 units are kept on the Tech Rover trucks  
 

Systems staff in the Technical Call Center will receive the initial call from a precinct advising of an error 
message on the DS200. The call taker will determine if the thumb drive or DS200 needs to be replaced 
and contact and advise the Poll Worker Election Central Supervisor  
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Identifying the Need to Replace a Corrupted Thumb Drive and/or Add Additional Units (Cont’d): 
 
 

Poll Worker Election Central Supervisor will receive a call for either a replacement of a corrupted thumb 
drive or request for additional DS200 deployment to a precinct  
 

Either scenario will require assessment and final approval by the Supervisor of Elections   
 

Once approved, the Logistics Election Central Supervisor will contact Tech Rover and advise of approval 
for either replacement of a DS200 or deployment of a universal thumb drive to a precinct 
 

Poll Worker Election Central Supervisor will notify the ATS Supervisor who will contact the ATS and have 
them meet the Tech Rover at the precinct to properly implement the replacement of a DS200 or 
deployment of a universal thumb drive to a precinct 
 

Tech Rover will record the equipment’s serial number and precinct number onto the thumb drive, and 
provide the Logistics Election Central Supervisor with said serial number, in addition to the completion of 
a Tech Rover Report  
 

Poll Worker Election Central Supervisor will notify the ATS Supervisor who will then provide verbal and/or 
email notification to the originating requestor of such replacement/deployment that the Tech Rover and 
ATS are on their way to the polling place 
 

Poll Worker Election Central Supervisor will notify the ATS Supervisor and the originating requester if the 
department decision is not to proceed with the replacement/deployment  
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Physical Replacement of Corrupted Thumb Drive and Introduction of a Universal Thumb 
Drive(Cont’d): 
 

The defective thumb drive will be removed from the DS200 and given to the ATS who will place it inside the 
envelope provided in their binder for this purpose 
 

The ES, along with the Clerk or Assistant Clerk,  will remove the ballot bin, seal it, and record the number 
on Certificate of Security.  A replacement ballot bin will then be placed in the unit  
 

The ES will insert the universal replacement thumb drive in the DS200, open and print zero tapes per  
usual procedure  
 

The ATS will gather the ES and poll workers and show them how to activate a ballot: 
 

Ask the voter to show you the Voting Pass showing the precinct number 
 

The OSVE Inspector will enter the precinct number since these thumb drives contain all precincts. You 
must enter four digits for the precinct number. Once the precinct number is entered on the screen, it will be 
followed by a “0” at the end 
 

For example, if the precinct number is “912”, it will be entered on the screen as “9120”.The OSVE Inspector 
will then press “Enter”.  If the precinct number is less than three digits, you must add zeroes at the 
beginning and end in order to have four digits.  For example, if the precinct is “09”, you must enter “0090”.  
If the precinct is “90”, you must enter “0900” 

Identifying the Need to Replace a Corrupted Thumb Drive and/or Add Additional Units (Cont’d): 
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Identifying the Need to Replace a Corrupted Thumb Drive and/or Add Additional Units (Cont’d): 
  
Physical Replacement of Corrupted Thumb Drive and Introduction of a Universal Thumb Drive 
(Cont’d): 
 

The precinct number will appear on the screen and prompt for confirmation that this is the correct precinct.  
The OSVE Inspector will ask the voter to confirm that the precinct on the screen is the same precinct as 
on the Voting Pass.  Once the voter confirms, the OSVE Inspector will press “Continue” 
 

If the precinct number does not match the Voting Pass, press “New Search” and re-enter the  
precinct number 
 

Because it will take longer to close, the ES MUST close this machine first  
 

After the ES has closed the DS200 and printed results tapes, they will hand the universal thumb drive and 
results tapes to the ATS. THE ES WILL NOT TAKE THE UNIVERSAL THUMB DRIVE AND RESULTS 
TAPE FROM THIS MACHINE TO THE COLLECTION CENTER  
 

The ES will record the serial number of this machine on Certificate of Security and make a note that the 
thumb drive was replaced for this machine and all thumb drives and zero and results tapes were given to 
the ATS 
 

The ATS will place the universal thumb drive and results tape inside the envelope containing the defective 
thumb drive and hand it off to the Standby Poll Worker who will be dispatched from the Elections 
Department to take it back to the Tabulation Room at the Elections Department along with the ballot bin 
previously removed from the unit 
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SECURITY CARD/MANUAL ENTRY 
  

Once the EViD has completed its startup process it will prompt the user to 
swipe the security card provided.  Swiping the security card enables the 

“Undo” feature of the Check-In process 
 

The EViD Activator/thumb drive has been programmed to automatically 
configure the Polling Location on the EViD.  However, if the Activator fails to 
configure the EViD with the correct polling location, the ES must go to the 

Tech Utilities Menu and select “Change Location & Precincts”. Once there, 
the ES will be required to enter the three (3) digit Polling Place number which 

assigns the EViD to that particular polling place.  Once the Polling Place 
number has been edited, press “OK” to save the change   

 
Back on the Tech Utilities menu, press Exit to return to the Home Screen 

 
It is important that you verify that the correct Polling Location is reflected 

at the top of the Home Screen 
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The mission of the Elections 
Department is to ensure that 

elections are free, fair, accurate, 
convenient, transparent, and 

accessible to all voters 
throughout Miami-Dade County. 
Your involvement is helping us 

accomplish this. 
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