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The Electronic Pollbook Election Inspector’'s User Manual is designed to be used by electin isnpectors in the
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Introduction to the Electronic Pollbook

The Bureau of Elections developed computer software that can be used in the polling place on Election Day to
process voters and generate precinct reports. The electronic pollbook (EPB) software is a unique download
from the Qualified Voter File (QVF) software or the Elections Management Portal (EMP) web application that
can be loaded on to a laptop prior to each election. Once the EPB software is loaded on the laptop, the
software allows election inspectors to look up a voter’s registration record, confirm their registration is correct,
and assign a ballot to that voter, essentially automating the typical paper process. After the election is
complete, the EPB software will generate reports to complete the official precinct record (paper binder pollbook)
and a voter history file that can be uploaded into the QVF or EMP to update voter history in a matter of minutes.

Key Features

¥ Up to date voter registration and absent voter information in the precincts.
The EPB software takes minutes to download from QVF/EMP and install on the EPB laptop, making it
possible to wait until all voter registration information is entered and all absentee ballots have been
issued before creating the file containing the voter registration list.

¥ The ability to locate the voter’s registration record by swiping their driver’s license with a magnetic card reader.
The EPB laptop comes with a magnetic card reader. The magnetic card reader will read the magnetic
stripe on the back of the voter’s Michigan driver’s license. The EPB software takes the license number
and matches it to the voter’s voter registration record and brings it up on the laptop screen for the
election inspector to review.

¥ The ability to assign and record the voter’s ballot immediately upon registration confirmation.
Once the election inspector reviews the voter’s voter registration record in the EPB software, the
election inspector types the voter’s ballot number in and clicks a couple of buttons to assign a ballot to
the voter. Ultimately, once the voter reaches the EPB laptop, the entire process takes only a few
moments before the voter is verified, has a ballot and is directed to a voting booth.

¥ The ability to look up voters registered within the jurisdiction but not in the assigned precinct.
If a match is not found for the voter, the EPB software can show the election inspector if the voter is
registered in a different precinct, eliminating the need to call the local Clerk and sending the voter to the
proper precinct quickly and efficiently.

¥ Accurate printable reports, including a ballot summary that calculates for the election inspector.
The EPB software keeps track of the List of Voters, including crossing out spoiled ballot numbers and
labeling them as spoiled ballots. In addition, the Ballot Summary is designed to complete the math for
the election inspector after they type in the numbers the EPB software cannot track.

% Quick and accurate voter history entry.
Coming full circle, after the election is over the EPB software saves a voter history file that is taken back
to the QVF/EMP software. With a few clicks of the mouse, voter history for a precinct is uploaded in
minutes. The entire EPB software process takes information from the QVF/EMP software and then
puts it back into the QVF/EMP software.

Important Considerations

When reviewing this comprehensive EPB manual, it's important to pay close attention to the setup of the
encrypted flash drive and how it works. The encrypted flash drive is key to maintaining security throughout the
process. The flash drive must be password protected, and passwords should never be kept with flash drives.
The encrypted flash drive is used to transfer files back and forth between the QVF or EMP computer and the
EPB laptop.

In addition to the security features of the encrypted flash drive, it is also important to understand when to delete
files. All EPB files should be deleted seven days after the final canvas. This keeps voter data secure and
prevents the wrong files from being used in future elections. Most importantly, practice! Walking through the
manual well before every election will ensure you understand all of the features of the EPB software and will
prepare you for successful implementation come election day. Just remember it is important to delete all
practice files too!
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Election Day Reminders

1.

Wireless internet access — The laptop must be connected to
the internet periodically to perform the necessary software and
antivirus updates before election day; however, the laptop
must be in airplane mode on election day. To verify
airplane mode is enabled, click the notifications icon and make
sure the Airplane mode is blue and that the Wi-Fi button is

gray.

Don’t skip page 6, Step 3 — Itis important when you save the
backup file that you browse to the location that the file is
supposed to be saved to, which is the flash drive. It does not
automatically save to the flash drive.

Electronic Pollbook User Manual WIN10
Provided by the Michigan Bureau of Elections
Updated as of 6.7.2017
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Unable to Record an Absentee Ballot — Click the File menu, choose Options, and add a checkmark

to “Allow the recording of Absentee Ballots”.

Spoiling an Absentee Ballot — Absentee ballots are never spoiled in the EPB on election day. There
are other procedures in place for a voter surrendering their absentee ballot. Additionally, the duplication
process does not include spoiling the original ballot number. See FAQ on page 28, #11.

Recording PDF ballots / ballots sent electronically — An absent voter issued an electronic ballot is
processed in the EPB with the same ballot number originally recorded by the clerk. Electronically issued
MOVE ballots returned by the voter on 8 %2 x 11 paper are recorded in the EPB using the original “ET#".
The number of the ballot to which the votes are duplicated is NEVER assigned to the absent voter in
the EPB. Simply use the duplication process established for other absent voter ballots that require

duplication.

Don’t forget page 24 — The Voting History file (epb_history.txt) must be saved to the flash drive in
addition to the 3 PDF reports and the backup file (epb.pbk) at the end of the night.
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Election Day — Election Inspector’s Guide

Preparing the EPB for Opening the Polls

Pull the laptop out of the case, plug it into a surge protector and plug the surge protector into the wall. There
are two pieces to the power cord. Keep the power cord plugged in throughout the day to maintain a 100%
charged battery in case of a power failure. Also, plug the magnetic card reader and mouse into USB ports.
Then turn the laptop on. Once the laptop has booted up, make sure that the laptop cannot connect to the
internet by following the steps on pg. 4.

Login to the encrypted flash drive.

The encrypted flash drive is a vital component of the EPB software program. The encrypted flash drive is a
password protected file storage device. It keeps voter data protected, stores the backup file, and saves all of
the work you have done on Election Day for the Clerk to use to update voter history and create precinct reports.
When saving files, make sure those files are being saved to the encrypted flash drive. Follow the instructions
below to unlock the flash drive.

To log into the flash drive, insert it into a USB port and:

Click the Windows Explorer folder icon
Click Removable Disk (E:)

Enter the password

Click Unlock

PoNPE

BitLocker (E:)

Enter passwerd to unlock this drive.

= Drive Tools ~ This PC
Computer View Manage oooo|

« 4 B ThispC

More options
s+ Quick access ~ Folders (6)

- Desktop 22| Decuments ; Downloads
3 This PC

== Removable Disk (E:} ) Music | Pictures ﬁ Videos
[ 3

N k
o Netwar ~ Devices and drives (3) 9

[ | 3 DVD RW Drive (D) . Removable Disk (E:)
425 GB free of 451 GB oy oy

4@ OneDrive

Starting and logging in to the EPB software
Once the flash drive has been plugged in and logged

into with the password, the EPB software can be
opened.

To login to the EPB software: 1 this sofeare was sef
i i . i Encryption Passwor freeee Enter
1. Double click on the Electronic Poll Book icon in the : 9
upper left corner of the desktop
Enter Encryption Password and click Enter Piease enter a usemame and password fo fogin
Enter User Name and User Password and click Enter 2 User Name: OHNSMITH

User Password: '""‘-"';;";1' ] Enter |

Mole. This applicalon shats down autemalically after fow unsucoesshul login aempts

Shutdown |

2.
3.
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Perform the first EPB Backup

Electronic Pollbook User Manual WIN10
Provided by the Michigan Bureau of Elections
Updated as of 6.7.2017

The encrypted flash drive must stay plugged into the laptop all day. Throughout the day a Backup will be
performed to save voters that have been processed. This ensures the data will not be lost if there is a
hardware failure. Pay attention to your laptop’s settings when performing the initial Backup. Which letter your
encrypted flash drive is labeled is dependent on the laptop and port being used (see #4).

&gmm%mﬂd

7. Click Backup
8. After a few seconds, the Backup finished successfully

screen will pop up. Click OK.

The laptop and EPB software are now ready for voters!
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Un-riiud Dl ectree Ballots F3
Femaris [£]
Swrve Hintory
To Backup the EPB: Rackup
9 Pﬂmtb
1.Click File Optiee e “-.
Pl - Close |
i ]
. [t Thes featise allows you bo backup your Electronc Precanct List/
2.Click Backup Poll Boak data into a separate backup file, preferably stored on
REMONVABLE MEDWA, such as a USB dive of a CD. You
1 should do This from Ume 10 hme 50 you will have an up-io-date
| backup thal can be restoned in the urdomunate event that you
3.Click this button — at the end of the path field | shoukd experience a catastrophec Railure with your computer
| {hat rizsults in a lotal loss of data
E Select a backup image file x i i
fdl bepb pbk
« « 4 =2 » Removable Disk (E2) » w Search Removable Disk (E) -]
Organize * New folder SRR 0 M
# Quick access Mame - Date modified Type
X e Election Date 3/22/201611:10 AM  File folder
f@ OneDrive h
& This PC .
o [E) Selecta backup image file x 4 Se|eCt the Removable D|Sk
> == Removable Disk (E:)
« . N » Remowable Disk (E:) » Election Date w & Search Election Date gl It COUld be D’ E' or F .
& Network depending on the laptop. This
o Ogerize v Newfolde =~ @ jsthe drive that should be
File name: | epb % Quick access y  MName Date modified Type used to save files throughout
Save as type: | Electronic PC‘! ¢ OneDrive Mo items match your search, the day and after the pO”S
close. Future backups should
~ Hide Folders L= remember the drive you select
== Removable Disk (E:) in th|S Step.
Election Date
& Network v < , 5. DOL_JbIe click the
[ElectionDate] folder
File name: | epb v‘
Save as type: | Electronic Poll Book Backup Image File (*.pbk) v 6 CI|Ck SaVe
“ Hide Folders @ SM; Cancel
Backup X

[+ Close

This feature allows you to backup your Electronic Precinct List/
Poll Book data into a separate backup file, preferably stored on
REMOVABLE MEDIA, such as a USB drive ora CD. You
should do this from time to time so you will have an up-to-date
backup that can be restored in the unfortunate event that you
should experience a catastrophic failure with your computer
that results in a total loss of data.

Backup File:
|E-\Election Datelepb.pbk

COVF Electronic Poll Book X

Backup finished successfully.




Election Day — Processing Voters

Overview
The EPB main screen is divided into three sections. Take a moment to become familiar with the various parts
of the screen. Make sure the top line lists the correct election and precinct number.

QVF Electronic Pollbook = 23

File Edit Reports SysAdmin Help

Election: 2/28/2012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP Precinct: 00001

0 Voter Search @ Voter Details o List of Voters
# Assigned To Ballot
DLN/Name: |MCQl Search Name:  MCQVF, ALEXANDER JON DOB: 1211111928 _

This Precinct|Other | Unlisted | Address: 313 PINE ST Precinct: 00001
These voters are located within the selected inner precinct: PAW PAW MI 48079 Ballot Style: 00001
7 T o Gender: M
oter Name s
: P Reg. Date: 7/29/2010
» Mcqvf, Alexander Jon 12/11/1928 Polling am | Tom | o )
Location:  PAW PAW TOWNSHIP HAL Eff. Reg. Date: 8/268/2010
? Mcaqwvf, Barbara Elise 2/8/1942 114 N. GREMPS ST.
Mcqwvf, Caitlin Lindsey 6/1/1985 PAW PAW MI 49079 Geography
Mcqvf, Daniel Richard 6/20/1958
? Mcquf, Faith Lynn 5M1/1918 |2 If you need to perform an action for this voter, such as issuing or
Meqvf, George Andrew 11221958 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? Mcqvf, Harry Ray 9/6/1955 this button:
Mcaqwvf, Jonathan Clark 3/6/1954
? Mcaqvf, Justin Andrew 8/11/1961
Mcqvf, Kathryn Lauren 9/15/1890 Lock this voter record
Mcqvf, Martha Carol 1/5/1931
Mcavf, Matthew David 4/1511976
? Mcavf, Paul Robert 511811987 If you do not LOCK this voter, then you cannot perform any actions for this
Mcqvf, Philip Carter 3/8/1980 voter, and no changes will be recorded for this voler
Mcavf, Ray Ellen 3/22/1957 General Remarks
Mcqvf, Rebecca Sandra 8/10/1935
? Mcaqvf, Richard Trent 8/11/1956 Must show ID before voting (Federal Requirement).
Mcavf, Shannon Ann 1711964 VOTING STATUS: Did not vote in precinct.
d 3
18 matching voters Total =0

JOHNSMITH

a — Voter Search - The Voter Search section of the screen is the precinct list. All voters in your precinct will be
listed under This Precinct tab. In addition, access to the lists of other precincts in the jurisdiction can be found
listed in the Other tab. In certain situations, the Unlisted tab is available to add voters not found in either list.

b — Voter Details — The Voter Details section of the screen shows the voter’s registration information at the
top, including the appropriate Ballot Style that should be issued to the voter. In addition, the Geography button
will provide detailed district information for each voter. The middle of the screen is the action box. Ballots will
be assigned and recorded in that section. The bottom of the screen displays voting status flags. This portion of
the screen is important to verify before issuing a voter a ballot.

C — List of Voters — The List of Voters section records the voter’s name and what ballot number was assigned
to them in a running list. This section is for reference; use it throughout the day to balance with the tabulator.

The EPB software contains the voter list for the precinct, records the ballots issued, and creates the List of
Voters for the permanent record of the precinct. With a few clicks, a voter may be verified and assigned a
ballot.

Important Note: If a voter does not wish to have their driver’s license scanned, their name should be typed
into the EPB software.

Assigning a Ballot

The voter must complete an Application to Vote and their photo identification must be verified or the Affidavit of
Voter Not in Possession of Picture Identification must be completed before processing in the EPB software.
Once those steps have been taken, process the voter in the EPB by following these steps:
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on “Lock this voter record,” otherwise skip to Step 2.

Electronic Pollbook User Manual WIN10
Provided by the Michigan Bureau of Elections
Updated as of 6.7.2017
1. Swipe the voter’s driver’s license through the magnetic card reader or type the voter’'s name into the

DLN/Name field, entering the last name first. If typing, select the correct voter and then you must click

Lock this voter record

2. Verify the voter’s information provided on the Application to Vote is the same as what is in the EPB.
3. Click Regular ballot
4. Enter the next available ballot number in the This ballot number will be assignhed box (this number

will auto fill after the first number for the ballot style has been entered)

5. Click OK — the voter's name will now be added to the List of Voters

Election:

11/8/2016 - STATE GENERAL - BOHEMIA TOWNSHIP

Precinct: 00001

Voter Search

IMCOVF, T Search | p

These voters are |

ted within the selected inner precinct: (
Gender: M

<

» Mcaqvf, Thomas Siuart 1113011966 |, N

|1 matching voters

Voter Details \ List of Voters
= # gned To Ballot
MCQVF, THOMAS STUART DOB: 1173011966
Address: 3500 E COURTNEY LAKE RD Precinct: 00001 N
MASS CITY MI 43343 Ballot Style: 00069
2mp Reg. Date:  7/12/1977 /
olling ROUSSEAU TOWN HALL Eff. Rg. Date: 11/29/1984
M 572 ROUSSEAU RD
MASS CITY MI 49948
T —
e
Issue a ballot Other actions———————
e Regular ballot Record an absentee ballot |
Affidayit ballotproyiqlsue a ballet
Envelope ballot-provi yo; are about to issue a Regular Ballot to:
Challenged ball ‘ Mcqyf, Thomas Stuart 11/30/1966
Unda | Undo (N [~ VAT Ballot
This ballot number will be assigned: 00000001 ﬂ
X Unlock this voter without pi
| X Cancel
WOTING STATUS: Did not vote in precinct.
Total =0

Verify the ballot was issued — Click OK on the confirmation window (if enabled). Then the main screen will
return after the ballot is assigned. There are three places (shown below) to verify the ballot was processed in
the EPB software. Be sure to complete the Election Inspector Completes portion of the Application to Vote and
provide the voter a ballot in a secrecy sleeve. These duties may be divided amongst election inspectors. The
voter will then go to a voting booth to vote their ballot and return the ballot to the tabulator.

1= v Bectranic Potbock
File Edn View Reports SysAdmin  Help

List of Vioters

Assgned T

Election: 8122016 - STATE PRIMARY - BOHEMIA TOWNSHIP Precinct: 00001
Voter Search Voter Details
. e: | Search Wame:  MCQVF, THOMAS STUART DOB: 17301966
OVF Electronic Poll Book x
"ﬂ|0lhe( | Unlisted Address: 3500 E COURTNEY LAKE RD Precinct: 00001
are located within the selected inner precinct: aehoibis ) Ballot Style: 01220
- . g Gender: M
You just performed the following actiomn: Voter Name DoB - Temp | Pem  Reg.Date: 172712015
Mcad, Liam Daniel 51973 Polling | ROUSSEAL TOWN HALL N, Rg. Date; 27262015
Action: I daR lar Ball Mcaqv, Linda Arlene 1011941 Location: | 672 ROUSSEAL RD
ction: ssued a Regular Ballot MooV, Lisa Anre 2/8/1849 MASS CITY M 43948 Geography
Voter: Megvf, Thomas Stuart | Mg, Lucas Domonique 10/5/1950
Voter Mumber; 1 :“c;: k"’m CET;'O" ;:':‘:?gis If you need to perform an action for this voter, such as issuing or
, Mary I spoiling a ballot, then you must first LOCK THIS VOTER by clicking
Ballot Mumber 00000001 Megv, Miles Dawvis 2131935 this button:
Mo, Paul Michael 4/911991
Mcav, Peggy Sue 12111978 -
e, Pisp Pilip o103 Lock this voter record
Mcov, Raleigh Grant 10/8/1958
Mcav, Rylee Gary B/OMOT5
7 Moo, Sally Marie TMi975 If you do not LOCK this voter, then you cannof perform any actions for this
Mo, Shannon Mark BIB1955 voler, and no changes will be recorded for this voler.
Mcg, Stephanie Kay 51111958

3 Megvi, Thomas Stuart

General Remarks

Mg, William Robert
Meavf, Zachary Lucas

€ >

12/8/1943
1071984

35 matching voters

|Regular Ballot [D0000001] issued at the precinct
WVOTING STATUS: Voted in precinct using a regular ballot

Totsl = 4

Mogy!, Thamas Siuart m‘nm:-!
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Voters with Status Flags

This Precinct|Other | Uniisted |

Some voters will have status flags that need to be addressed e P

prior to issuing a ballot. Generally, something happened in the - Vater Name DOB :
registration process that needs follow-up. For example, a
signature was not obtained, the voter missed checking an Mcaqvi, Barbara Eise 21511342
answer to the citizenship question, an absentee ballot was Mcaqu, Caitlin Lindsey 6/1/1985
issued, information was obtained that the voter may have Mcaw, Daniel Richard G201358 | §
moved, etc. ? Meaqd, Faith Lynn 5111918 °
Moo, George Andrew 1221958
A voter has a status flag if he or she has a red question mark ? Eﬂ Tawuﬁxa?cmx gg:gi
next to his or her name. When a red question mark is found, ? Mcqﬂ' J'E'nm[w a:-11r19ﬁ1
look to the Voter Status window at the bottom of the Voter Mc qﬂ' Kathryn Lauren a1 5'” 990
Details screen to determine the issue. Meav, Martha Carol 151193
Moo, Matthew Dawid 4151978
? Mca, Paul Robert 5/18/1987
Mead, Philip Carter AB1960
Moo, Ray Ellen 3221957
Mcagef, Rebecca Sandra 8101935
Absentee Ballot sent by clerk — ? Meepd, Richard Trent 81171956
Moo, Shannon Ann 17964 _
This voter was sent an absentee ballot. The

voter must surrender the absentee ballot or Absentee Ballot [00000025] sent by clerk—-Voter must surrender ballot or

complete the Affidavit of Lost or Destroyed \S/Lgﬁris}éfg%\%s: Did not vote in precinct
Absentee Ballot after approval from the Clerk. |
Process as a Regular ballot. Place the AV ballot

in the Local Clerk envelope.

Absentee Ballot sent/received by clerk —
Absentee Ballot [00000028] sent/received by clerk--Do not issue ballot.

VOTING STATUS: Did not vote in precinct. .
| P This voter was sent an absentee ballot and

returned it to the Clerk. DO NOT issue this voter
a ballot as they have already voted.

Voter’'s status is CH — Age, Citizenship or Residency

This voter has been formally challenged and must \oter's Status is CHALLENGED: AGE
complete the challenge process before being issued VOTING STATUS. Did notvote in precinct,

a challenged ballot. Seek assistance from the goot%ﬁGStSaTtuASTﬁ SC_%AGLLEtNGtEDI ClTlZEgSHlp
precinct chairperson to complete this process. The —

o \oter's Status is CHALLENGED: RESIDENCY
EPB processing is the same as a regular voter OTING STATUS: Did not vote in precinct.
except Challenged ballot is selected in the Issue a

ballot box. A CHAL will appear next to the voter’s

name after processed (see page 12).

Must show ID before voting (Federal Requirement) -

M . . This voter must show photo ID or a paycheck,
ust show ID befare voting (Federal Requirement). . .

VOTING STATUS: Did not vote in precinct. government check, utility bill, bank statement, or

| a government document which lists his or her

name and address (if no photo ID but provides

one of the documents listed above, must sign

the Affidavit of Voter Not in Possession of Photo ID as well) prior to being issued a ballot.

Page 9 of 31



Electronic Pollbook User Manual WIN10
Provided by the Michigan Bureau of Elections
Updated as of 6.7.2017

Voter’'s Status is V: Confirm Address or Surrendered License

This voter must verbally confirm the address listed xgt?lﬁsesga%fTiS;ODEdE VFthF‘EDS CQNC'flRM ADDRESS
in the EPB. If the voter does not confirm the e ———

Voter's Status is TO BE VERIFIED: SURRENDERED LICENSE
address, the procedure for voters that have moved VOTING STATUS: Did not vote in precinct
must be taken.

Voter's Status is V: Confirm Citizenship

\oter's Status is TO BE VERIFIED: CONFIRM CITIZENSHIP
VOTING STATUS: Did not vote in precinct. . . .
This voter must complete a voter registration card and

mark yes on the citizenship box. If the voter marks
no, DO NOT issue a ballot.

Voter’s Status is V: Sign Registration Card

Voter's Status is TO BE VERIFIED: SIGN REGISTRATION CARD
X i i i i WVOTING STATUS: Did not vote in precinct.
This voter must Sign a voter reglstratlon card prior to

being issued a ballot.

Processing a Spoiled Ballot

A voter may request a new ballot if needed and a new ballot must be issued, no matter how many times the
voter requests a new one. The voter should write “SPOILED” at the top of their ballot, remove the ballot stub,
and place in the Spoiled Ballot Envelope. The Application to Vote should be changed to note the new ballot
number. In addition, the new ballot must be recorded in the EPB software.

To spoil a ballot:

Issue a ballot Other actions
Pull the voter’s record up in the EPB Regular ballot Record an abseniee balot ‘
software by typing the voter’s name
into the DLN/Name field, entering | o Spoil a ballot ‘
the last name first, select the voter’s Envelope ballot-provisional |
name, click Lock this Voter Record Challenged ballo L Reject a ballot U
and. Spoil a ballot
LD e You are about to spoil a ballot for:
1. Click Spoil a ballot
. . Unlock this voter without]  Mcgvf, Thomas Stuart 11/30/1966
2. Click OK — the software will .S o
automatically enter the ballot The number of the ballot to be spoiled is: 00000001 G|
number you are spoiling.
3. Click OK E3 0K X Cancel | | QVF Electronic Poll Book X

Spoiling of ballet is complete, Please issue a new ballot, |
|

After the ballot is spoiled, the regular
ballot process must be used to issue a
new ballot to the voter.

Once the process is complete, verify the recording was done properly by looking at the Voter Status screen and
the List of Voters.

Regular Ballot [00000004} issued at the-precinct: [Spoiled] ”

Regular Ballot [00000003] issued at the precinct.

WVOTING STATUS: Voted in precinct using a regular ballot. List of Voters
& Assigned To Baliot

00000003
2 Megvf, Heather Rose 00000002

Page 10 of 31



Missing Voters

Other Tab

Electronic Pollbook User Manual WIN10
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The EPB software gives election inspectors the ability to look up voters throughout the jurisdiction, not just in
the precinct they are working. If the voter does not pop-up after look up, click on the Other tab. If the voter is
registered to vote within the jurisdiction, click on their name and view their polling location. Explain to the voter
that they are registered in a different polling location and/or precinct and direct them to the appropriate location.
Be sure to click back to the This Precinct tab before processing the next voter.

{5 QVF Electronic Pollbook
File Edit Reports Sys Admin  Help

Election:

Thesa voters are located within the

2/28/2012 - PRESIDENTIAL PRIMARY - PAW |

Voter Search

DLN | Name: |MCOVF, W " Search |

—1 This Precinct|Ciher | Uniisted | F QVF Blectranic Pollbook
A

de Edit Reports Sy Admen  Help

Voler Name
—

21282012 - PRESIDENTIAL PRIMARY - PAW PAW TOWNSHIP Precinct: 00001

Vioter Search Vioter Details
DLN [ Name: [MCQVF, V| [ search | Name:  MCQVF, VIVIAN ANN DOB: 118197
This Precinct Other.|Unlisted Address: 514096 COUNTY ROAD 665 Precinct: 00003
L —— "‘“db outsideof th secied inner prcincs | | :A"“' PAW MI 49079 Ballot Style: 00001
r ender:

Voter Name DOB .
- Perm | Temg | Reg.Date:  2/2819¢
| Mo VivianAnn 181973 |(Ead] .

H NI e Bl AT Location;  PAW PAW TOWNSHP HAL Eff. Reg. Date: 3/30/19¢

0 matching voters

114 N. GREMPS ST.

PAW PAW MI 49079 Geograp

If you need to perform an action for this voter, such as issuing or
spolling a ballot, then you must first LOCK THIS VOTER by clicking
this button:

Lock this voter record

If you do not LOCK this voler, then you cannot perform any actions for thi
voler, and no changes will be recorded for this voler

General Remarks

VOTING STATUS: Did not vote in precinct

1 matching voters

Unlisted

If a voter is not found under the This Precinct tab
or the Other tab, the citizen is not registered to
vote in the Qualified Voter File (QVF) for that
jurisdiction. The chairperson, with the assistance
of the Clerk, should determine whether the citizen
is eligible to vote. If it is determined that the
citizen is a qualified voter that should vote in that
precinct, they must be added to the list.

To add a voter to the list:

Click the Unlisted tab

Click New

Enter the voter’s information
Click OK

pONE

After the voter is added, a ballot number must be
assigned. The Clerk will provide guidance but
usually an unlisted voter will be issued an
Envelope ballot-provisional (PR-E) or an
Affidavit ballot-provisional (PR-A). However, on
rare occasions, a Regular or Challenged ballot
may be issued.

=) QVF Electronic Pollbook

File

Election:

DLN | Name: | Search |

Edit Reports SysAdmin  Help

2/28/2012 - PRESIDENTIAL PRIMARY - PAW I

Voter Search

This Precinct Otro.lnliated |

These voters were entered manually:

Voter Name DoB
»

Unlisted Voter prp— &
Last Name: CavF
First Name: ADRIAN
Middle Name: |LOUISE

Suffin:

DOB: 112011992

Address: [123 EMaIN ST

[Paw PaW, MI 49079
Dok | x cancel
New
0 matching voters

Important note: Ballot numbers must be manually entered for unlisted voters and the next regular ballot

issued will need to be adjusted, it will not auto advance.
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Other Voter Types

Challenged Voters

If a voter is challenged by a Challenger the voter must be issued a Challenged ballot and that Challenged ballot
must be recorded in the EPB. Please note, the Challenge must be directed to the chairperson and all steps
must be carried out prior to issuing the challenged ballot. Follow the instructions below to issue a challenged

ballot in the EPB software.
To issue a Challenged ballot:

Pull the voter’s record up in the EPB
software, lock it in if necessary and:

1.
2.

Click Challenged ballot

Verify the ballot number being
issued is correct or enter the
ballot number and click OK

Important note: The ballot number must
be written on the physical ballot and
covered with a piece of paper or post-it
tape. In addition, full documentation of the
challenge must be recorded in the paper
binder pollbook.

Recording Absentee Ballots

If absentee ballots are being processed
in the precinct and the Clerk has
instructed entry into the EPB software
versus using the paper Addendum List of
AV voters, follow the instructions below
to process the ballots in the EPB
software.

To record an absentee ballot:

Pull the absent voter’s record up in the
EPB software, lock it in if necessary and:

1.
2.

Click Record an absentee ballot
Verify ballot number (enter if
not auto filled) is the same as
assigned - Click OK

Once the process is complete,
verify the recording was done
properly by looking for AV next to
the voter’s name, the Voter
Status screen and the List of
Voters.

NOTE: If processing a FWAB or electronic MOVE ballot, simply
accept the regular AV ballot number assigned or enter the AV

ballot number assigned by the clerk.

Other actions

Issue a ballot

Record an absentee ballot |

Regular ballot

Spoil a ballot ‘

Envelope ballot-provisional

Reject a ballot ‘

4 Challenged ballot

L Undo | undf

You are about to issue a Challenged Ballot to:
XK Unlock this voter with

Mcqvf, Raleigh Grant 10/8/1958
™ VAT Ballot
This ballot number will be assigned: 00000004 i‘
ES 0K X Cancel
Issue a ballot Other actions

Regular ballot

‘ a Record an absentee ballot

| Spoil a ballot

Envelope ballot-

Issue a ballot

Q@OK | X Cancel

Challenged
You are about to record an Absentee Ballot for:
Mcavf, Benjamin Levi 7124/1981
X Unlockthis voter withq i halot number will be assigned: [00001122] i‘

This Precinct|Other | Unlisted |

These voters are located within the selected inner precinct:

Voter Name DOB -
REG Mcaqvf, Heather Rose 6/8/1932
? Mcavf, Jason Arvid 120111945
Mcavf, Jeffrey Alan 11211954

Mcqvf, Jennifer Lynn

Absentee Ballot [00000032] sent/received by clerk--Do not issue ballot.

Absentee Ballot [00000032] recorded at the precinet
VOTING STATUS: Voted using an Absentee ballof

List of Voters

# Assigned To

2 Megwf, Heather Rose
3 Mco EER

[}
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Recording Voter Assist Terminal (VAT) Ballots

When a voter requests to use the Voter Assist Terminal (VAT) to vote, issue a blank ballot (with a numbered
stub). Since they will make their selections using the VAT which prints their votes on a blank ballot, they will not
receive a regular ballot with a traditional number sequence.

To record such ballots in the Electronic Pollbook, search for the voter in the EPB as usual and select a ballot
type to record. When assigning this voter’s ballot number, you must indicate that it is a VAT Ballot by checking
the VAT box. This action tells the system to use the blank ballot numbering sequence when auto advancing. If
it is the first VAT ballot of the day, enter the first ballot number of the blank ballot stock. VAT ballot numbers will
advance automatically like other ballots do when the Auto Advance option is enabled and after the first number
is entered.

To record a VAT ballot:

1. Click the button for the kind of ballot being [ joue 2 baliot

assigned (Regular, Provisional...)
2. Add a checkmark to the VAT box You are about to issue a Regular Ballot to:
3. If this is the first VAT ballot of the day,

. . Mcavf, F hdJ 3/28/1936
enter the ballot number in, otherwise, ST s
confirm the VAT ballot number matches the elv VAT Ballot
sequence and click OK. This ballot number will be assigned: 00009001 i‘

X Cancel
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Correcting Mistakes

Electronic Pollbook User Manual WIN10
Provided by the Michigan Bureau of Elections
Updated as of 6.7.2017

If a voter is selected in error, simply click
Unlock this voter without performing any
action to return to the main screen.

If an entry mistake occurs, whether the wrong
ballot number or the wrong voter was issued a
ballot, using the Undo function will aid in
correcting the mistake.

To correct a mistake:

Issue a ballot Other actions

Record an absentee ballot

Regular ballot

| Spoil a ballot

Envelope ballot-provisional |
Challenged ballot | Reject a ballot

g

1. Search for the voter, using the : X Unilock this voter without performing any adianj Voaoter Remarks
DLN/Name search box
2. Select the voter
3. Click Lock this voter record
4. Click Undo
5. Click Yes
=} QVF Electronic Pollbook = a
File Edit View Reports S5SysAdmin Help
Election:  8/2/2016 - STATE PRIMARY - BOHEMIA TOWNSHIP Precinct: 30001
Voter Search Voter Details List of Voters
DLN/ Hame:mCQ Search Name: DOB: E :!:::“:::ws Stuart WO-B'M 1
This Precinct](_}ther |Un|isted | Address: gl 2 Megw, Heather Rose mzi
These voters are located within the selected inner precinct: ot Ballot Style: 3 Meow Mary Eisn 00000004
ender:
Voter Name DOB - Reg. Date: ”‘ - SO e e SR
. - = qw, Jeftrey Alan
? Mcadf, Agatha Christie 8171955 Polling | ROUSSEAU TOWN HALL Eff. Rg. Date:
? Mcavf, Ann Marie 6/9/1964 Location: | 572 ROUSSEAL RD
? Mcavf, Barbara Ann 3/12/1964 MASS CITY M 49348 Geography
? Mcavf, Carlene Carys 3/6/1968
? Mcqvf, Carrie Ann 101511965 If you need to perform an action for this voter, such as issuing or
? Mcqvf, Dean Gene 1/9/1936 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
Meawf, Dylan Shane 2/14/1946 this button:
Meaw, Gary Owen 11/8/1942 [
?  Mcav, George David 411934 (3)) .
REG Mcau, Heather Rose 6/8/1932 Lock this voter record
¢ Mecavf, Jason Arvid 121111945
AV Mcqvl Jenmfer Lynn 5/18/1964 If you do not LOCK th
? Mcawf, Johnathon Michael 3/18/1943 voter, and no change$ Issue a ballot Other actions
Mcaf, Kathryn Michelle 12/6/1925 Regular ballot Record an absentee ballot |
? Mecavf, Kelly Michelle 6/7/11978 S |
Mecawf, Kristi Ann 671962 Voter's Status is - | Spoil a ballot |
AV Mcad, Liam Daniel seners ﬁggﬁﬁéasaT'ETﬁgoﬂ%ﬂ Envelope ballot-provisional |
e 2 Challenged ballot | Reject a ballot |
35 matching voters
o Undo Undo (Issuance of ballot [00000005])
X Unlock this voter without performing any Confim. x
. . . R b Undo the ing action: | of ballat
Notice the action you are undoing is in brackets |
next to the Undo button and in the confirmation box. Use List of Voters
the Application(s) to Vote to ensure you are making the correction T sssmeaTo Soton
properly. The Undo function should not be used to attempt to fix major o

mistakes. If several ballots have been issued out of sequence, correct this type of error
with a remark and by ensuring the next voter is correct from that point forward.

Important note: The Undo feature is NOT for spoiling ballots (see Spoiled Ballots on

Mgl Heather Rose 00000002

2
3 Mog Mary Eflen 00000004
4 = - Ty

page 10). If you have questions as to when the Undo function is appropriate to use, consult your local Clerk.

See FAQ #1 on page 27, if a voter was issued an incorrect ballot style.
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Remarks

Electronic Pollbook User Manual WIN10
Provided by the Michigan Bureau of Elections
Updated as of 6.7.2017

Any time a correction is made, a remark should be entered. In addition, remarks should be made throughout
the day to document events that happened in the polling place that are significant. Providing this information
aids the Clerk in understanding what took place throughout the day. There are two types of remarks. Be sure
to use the correct type based on the comment you need to make.

To enter a General
Remark:

R PJFic| et Reports SysAdmin Hel
Un-issued Defective Ballots F3
. . Rermarks Fi
1. Click File (or the General Soe i (rm— — e
Remarks button and skip Backup
FRestore Use this screen to record any general remarks. [+ Close
to step 3) .
e Date/Time User Remarks
Print Setup »
2. Click Remarks togat |1
Exit i
3. Click New I : — —
fens M}
i . .
1 4:35 - infi d i the: t be 100 foot from the entr 1o th
4. Enter Remark, the EPB :‘ poling location | e ey musihe TR oot flom e enfiance fofe
automatically records the date I i
and time of the entry, | I Remaks (A - — =
hOWGVGr, addmg the time is A : Use this screen to record any general remarks. Ql— Close
recommended as the EPB is \ [
nOt alW&yS avai|ab|e for F New I L4 111912012 4:36:30 PM ADMIN At 4:35 - informed campaigners t ..
remark entry at the time the -

event took place.
5.Click OK

6.Click Close

.'I'I'I'S_V'O'[E'I"I'G'C'GI'G_|

(gﬁ oK X Cancel

oter, then you cannot perform
I-’ be recorded for this voter.

To tie a Remark to a specific voter:

Pull the voter’s record up in the EPB
software, by typing the voter’'s name into
the DLN/Name field, entering the last
name first, click Lock this Voter Record
and:

1. Click Voter Remarks

2. Enter Remark, the EPB automatically
records the Voter Name, Voter
Number, and date and time of the
entry, however, adding the time is
recommended as the EPB is not
always available for remark entry at
the time the event took place.

3. Click OK

If there are no other actions to perform on
that voter, Unlock the voter and proceed
to process the next voter.

any actions for this

General Remarks

| B Delete

Issue a ballot

Other actions

Rnuegular bél.lot” ”

Record an absentee ballot |

| Spoil a ballot ‘
Envelope ballot-provisional |
Challenged ballot | Reject a ballot |
X Unlock this voter without performing any action | oter Remarks |

Remarks about the selected voter
other states that this voter lives out of state now.

p,ﬁiOK | X Cancel
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Reject a Ballot

Electronic Pollbook User Manual WIN10
Provided by the Michigan Bureau of Elections
Updated as of 6.7.2017

A ballot is rejected only in a situation where a voter will not be issued a new ballot. Valid reasons for rejection

are:

1. Exposure — A voter intentionally exposed his or her marked ballot to others at the polling place.

2. Missing stub/ballot number does not agree — It is discovered during the ballot serial number verification
process that the stub on the ballot that was issued to the voter at the polls is missing or bears a
different number than the number recorded on the voter’'s Application to Vote.

3. Ballot was left in booth/voter did not tabulate — A voter neglected or refused to tabulate his or her ballot.

If any of these situations arise, a voter may not be issued a replacement ballot. The ballot must be rejected.

To Reject a ballot:

Pull the voter’s record up in the EPB
software, by typing the voter’'s name into
the DLN/Name field, entering the last
name first, click Lock this Voter Record
and:

1. Click Reject a ballot

2. Verify ballot number is
the same as assigned -
Click OK

3. Click OK

4. Record a Voter Remark
(see instructions above)
that includes the reason
for rejection

Issue a ballot

Other actions

Regular ballot

Record an absentee ballot |

| Spoil a ballot |

Envelope ballot-provisional |

Challenged ballot

] o Reject a ballot ‘

Undo | Undo (Issuance of bg Reect a ballot [

nlock this voter without performing any @
Unlock th 1 hout perl

You are about to reject a ballot for: |

Mcavf, Heather Rose 6/8/1932
The number of the ballot to be rejected is: \00000002] ﬁ
A
,ﬁ oK CMVF Electronic Poll Book x

A Ballot may only be Rejected for:

1) Exposure

2) Missing stub/# does not agree, or

3) Ballot was left in booth/voter did not tabulate,

PLEASE NOTE THE REASON THE BALLOT WAS REJECTED IN REMARKS

©

The EPB software will not allow another ballot to be issued to a voter with a rejected ballot. If a ballot was
mistakenly rejected, the rejection must be removed by using the Undo button (see Correcting Mistakes pg. 14).

Un-issued Defective Ballots

If a ballot becomes unusable and it is
within the number range being used,

ile | Edit  Reports Sy Admin  Hely
Uk-issused Defective uunﬁu
Rernarks ]

it must be recorded as defective in R (e ET— ==
the EPB SOftWare to ensure :::’: Use this screen to record un-issued ballots that are rendered defective. - Close ]
balancing at the end of the night. e || (g Renars
—
To record defective ballots: R | |
_I Define & new range of defective ballots ﬁ

1. Click File , Qs o000
2. Click Un-issued Defective Ballots . Bkt tmoer Range: 10000034 To 00000035
3. Click Render Ballots Defective Remarks. '
4. Select the ballot style, enter the e —

ballot number range, and record .' Rl -y

the reason the ballot is defective. 6D ncer ot Deecive | o o S P A o cetcie G e |
5. Click OK (5 Tl I Aol I oooo1 (00000034 |Balots ripped when puted out of the pack..
6. CIICk Close (00001 DODO0DGES Ballots nipped when pulled out of the pack_.

| Render Balots Defective | Uin-Render Ballots Defeciive |
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Backup Throughout the Day

Approximately every half hour,

the EPB software will notify the |
user that a backup is overdue.

It is important to take a moment
after processing a voter to

update the backup. This will ensure
the flash drive has the most recent data

entered into the EPB in the event of a hardware failure.

Total- 4

o Backup Overdue!

To Backup:

1. Click Backup Overdue
2. Click Backup — the file path should default to

the encrypted flash drive and [ElectionDate] folder once the first

backup has been completed
3. Click Yes to overwrite the existing backup file
4. Click OK

Timeout

==
[+ Close

This feature allows you to backup your Flectronic Precinct List /
Poll Book data info a separate backup file, preferably stared on
REMOVABLE MEDIA, such as a USB dnve ora CD. You
should do this from time to time so you will have an up-io-date
backup that can be restored in the unforfunate event that you
should experience a catastrophic tailure with your computer
that results in a total loss of data.

Backup

Backup File:
F \ElectionDatelepb.pbk

"

(o

g‘ EA\FlectionDate,eph.phic already exsts, Overnrite
h r

Confirm

QVF Electronic Poll Book

Bockup finished successfully.

For security reasons, the EPB software will logout a user after thirty minutes of inactivity. This can be avoided
by moving the mouse and/or clicking into the DLN/Name field if there are long periods of inactivity. If the EPB

software logs out the user, simply reenter the User

Name and User Password and click Enter. Login

Note: This application shuts down automatically 3

Please enter the encryption password selected when

this software was setup.
Enter

Encryption Password:

Please enter a usemna

password to login:

JOHNSMITH

|rrtrtn—ttrt

User Name:

User Password:

Shutdown

Switching Users
To switch users, simply use the Logout function by:

1. Click File
2. Click Logout

Then simply login with the new username and password.

Urramsed Defecter Ballots 3
Frsuirks F4

Sarer Hilory

The current user is listed in the lower right hand corner of the screen as illustrated below.

lar ballot.

Total =1

( JOHMSMITH )

Page 17 of 31



Electronic Pollbook User Manual WIN10
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Restoring the Database
In the event the laptop fails and the EPB needs to be reinstalled on a new laptop on election day, the Restore
feature will reload all of the information entered up to the point of the last backup. The only voter data missing
would be entries made in the EPB since the last backup. That information can be added back in using the
Applications to Vote. The Administrator username and password must be obtained from the Clerk for the initial
login when the software is re-installed.

Once the EPB software has been installed onto the new laptop (see pages 11-12 of the Clerk’s Manual), login
to the EPB software, and perform the following steps:

%| Edit Reports SysAdmin  Hel

Un-issued Defective Ballots F3
Remarks F4

1. Click File

Sawe History

Backup
Reston

(2]

Optians

[=Se)

[l Close |

Restora

2. Click Restore

Print Setup

Logout

Ewt

3. Click this button —1 at the end
of the path field

This feature allows you to restare a backup that was previously
created using the “Backup” feature located under the File

menu. When you use this feature, the system will
COMPLETELY DELETE your current data and REPLACE it
with the data contained in the selected backup file. You should
only do this if feel your current data has been damaged
severely enough so you would be willing to lose all changes that
were saved since your last backup was created.

Backup File:
A Py
m Select a backup image file x
« ~ T & » Removable Disk (E) v O she (E2 o
Organize = New folder s - o
: Mame - Date modified Type
4. Make sure the R
Election Dat 3/22/2016 11:10 AM  File fold
encrypted flash ¢ OneDrive ETEDN e
drive is 0 This PC -
SE|ECted SR — m Select a backup image file x
(Removable L) . e Ta T _ .
. lecti - » e ® il It v | 8 Search Election Date 2
DlSk E) Election Date Emova ection Date &
¥ Network ( Qrganize * New folder = (7]
. Mame Date modified Type
. Fil b st Quick access L
5. Double click tename b § 1 e A
; Save as type: | Electronic Poll P &” epb SA OIS )
[ElectionDate] ! ELIwe
folder I This PC
4. Hide Folders
|_ v o Removable Disk (E:)
> Election Date
6. Click Save @ Network c >
File name: | epb w
Save as type: | Electronic Poll Bow w
+. Hide Felders 6 Cancel
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Restore ﬂ
7. Click Restore [+ Close
8 Click Yes [ This feature allows you to restore a backup that was previously

created using the “Backup” feature located under the File
menu. When you use this feature, the system will
9. Click Yes COMPLETELY DELETE your current data and REPLACE it

. with the data contained in the selected backup file. You should
only do this if feel your current data has been damaged
severely enough so you would be wiling to lose all changes that

10. Click OK were saved since your last backup was created.
After restoration is complete, the Backup File:
election inspectors should |F-{ElectionDate'epb. pbk =
review the Options under 1
File>Options, then log out of the (7 “ —
EPB and log back in with the o .. A . e 4 .
username and paSSWOrd they 'e WARNING: You are attemnpting to restore a backup that was created on 1/19/2012 9:21:02 AM. ¥ you proceed, all data contaned
. within your current Electronic Poll Book / Precinct List will be COMPLETELY DELETED and REPLACED with the data contained in

had used prior to the the selected backup.
laptop/software failure. Do you want to do this? — :

_ . o II— -~ 3
If time elapsed between the last === 1y @ |
backup and the restoring of i ; L4J

1

data, use the Application(s) to
Vote to re-enter voter(s) and A—

QVF Electronic Poll Book SRESS)

process new voters. Restore finished successfully.

o=

Election Day — Close of Polls

After the close of polls on Election Day, data processed in the EPB software must
be saved one last time to the encrypted flash drive and reports must be generated

to complete the paper binder pollbook. 1 I

Un-issued Defective Balioes F3
. Remarks 2]
One Final Backup PA s oo
Beckup, e
"ﬂnmlf ackup W
After all voters have been processed in R : ciose |
nnt
the EPB, perform one last Backup to =
. Logaut This feature allows you to backup your Electronic Predinct List/
ensure all data is saved to the encrypted Bt Pull Book data 1110  $eparala BaCkuD M9, preleraly Sored on
. REMOWABLE MEDIA, such as a USB drive ora CD. You
flash drive. should do this from tims 1o tima so vou will have an up-io-date

biackup that can be restored in the unfortunale event that you
should expenence a catastraphic failure with vour computer

1C||Ck F|Ie that results in a total koss of data

2.Click Backup Backup File:

3.Click Backup [F-\ElechionDate’epb pbk

4.Click Yes = e H_’A

5.CI|Ck OK a FAElectiriDatey2ph. pbk drendy eiss. Oueratibe I
|- CVF Blectronic Pl Bock (BEc

| Backup finished successfuly, |
Creating Reports ' o]

The EPB software generates the three reports necessary for completion of the paper binder pollbook/official
record of the precinct in just a few steps. Those reports include the Ballot Summary, the List of Voters, and the
Remarks report. In addition, voter history is also saved in a manner that can easily be uploaded into the
Qualified Voter File (QVF) or Elections Management Portal (EMP) in a matter of seconds, ensuring accurate
recording of voters in the master voter registration database.
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Ballot Summary

The Ballot Summary documents the total number of ballots assigned to the precinct and how each ballot was
used. Throughout the day, the EPB software tracks spoiled (F), rejected (G) and Provisional “envelope” (1)
ballots. The remaining ballot types must be inputted by the user and the EPB software will calculate and

balance the Ballot Summary.

To complete the Ballot Summary:
1. Click Reports
2. Click Ballot Summary

Rt

Enter the Number of ballots
delivered to precinct for each
ballot style:

3. (A)Enter the Starting number and the
Ending number of the first ballot style. If
using more than one ballot style or if any
VAT ballots were used, tab to create a
new line and repeat the process until all
styles are listed. The Count will be
calculated automatically.

4. (B)Enter the Number of AV return
envelopes received by board, if absentee
ballots are being processed in the
precinct. If absentee ballots are not
being processed in the precinct, this box
will already be completed with a 0.

Enter the Number of ballots at close of
polls:

5. (D)Enter the Number of ballots tabulated.
This number is found on your tabulator.

6. (E)Enter the Number of AV ballot
envelopes delivered to precinct which did
not contain a ballot or were not
processed for any reason, if absentee
ballots are being processed in the
precinct. If absentee ballots are not
being processed in the precinct, this box
will already be completed with a O.

Flepaiis | s ddman  Help

Babon Surmeiny,
Diefincte Un-haiied|

istrty Log Repart

Batict Lummary Baport é |
B Close |
NUMBER OF BALLOTS DELIVERED TO PRECINCT:
A Humber of balols delbvened 1o precingt
St |Slating Mo [EndingHo[Count | @ Delete
OO0 101 0DODOI0D 200
Total= | 200
ﬂ-ﬁ Nurrer of AV retum emvelopes received by board | 2
[ 202

. Total
HUMBER OF BALLOTS AT CLOSE OF POLLS:

O Mumdser of balols abuated (Enler Tabudabor
Public Counter reading)

E. Number of AV balol envelopes delivered o
precinct which did not contain o bollot or
were nof processed for any reason

F. Humber of balols reissued o volers who mh‘d
{hasir baliot al the poling place {spoiled of
delective baliots)

G. Mumnber of baliots rejected |

Rumber of balots used by election inspedorns for
balkol duphcation

| Number of PROVESIONAL “emvdops” balots
issued

J. Number of UNUSED BALLOTS

[Toave [staning ko [Ending Mo [Count | B Detete|
aﬁ DODODC 17 QOOODED0 | 184

Total= |184

K. Totalof Lines D, E. F, G, H, | and J

L. Difference

Q2 rrecew |

15

L]

=| = ol

202

O

]

7. (H)Enter the Number of ballots used by election inspectors for ballot duplication.

8. (J)Enter the Number of Unused Ballots by entering the Starting Number (the next ballot that would be
issued) and the Ending Number of the unused ballots. If using more than one ballot style, tab to create a
new line and repeat the process until all styles are listed. Tab out of the box or place the cursor in a

different box to make the totals calculate.

STOP — L must be 0. If L is not 0, double check items 3-8 and ensure everything was entered correctly. If
there is a known reason for not balancing and it is unable to be resolved, a detailed Remark must be made to
explain to the Board of Canvassers why the precinct does not balance.

9. Click Preview
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The Ballot Summary report will pop-up after
clicking Preview. Be sure to review the summary

to ensure all information was entered correctly
and that the summary balances (Line L = 0).

At this point, the Ballot Summary must be saved
to the encrypted flash drive. If your precinct has
the ability to print, the Ballot Summary should be
printed as well. Otherwise, the reports will be
printed at the Receiving Board.

Electronic P

ollbook User Manual WIN10

Provided by the Michigan Bureau of Elections

Updated as of 6.7.2017

FREOH - FRESIDENTIAL PRIMARY - PAT PATY TOHWOSSHIF

FRECTNCT Sl

BALLOT SUMMARY

WE CERTIFY THE FOLLOWWNG:

HUMBER OF BALLOTS DELIVERED TO PRECINGT:

A Mumer of olioal baliols debeered o precinct
Ballca Seyls  Soaring Ho.  Esdisg Ho. i
Mol e ] o

09

To save the Ballot
Summary:

1. Click the .pdf button .@
in the upper left hand
corner of the screen.

2. Double click the
[ElectionDate] folder in the
encrypted flash drive
(Removable Disk E:).

3. Click Save

B Phorabar ol WbGant wole HPor afwlovet etened by board 3
Tk i L i K baxbow e
NUMBER OF BALLOTS AT CLOSE OF POLLS:
D Phomber of Baliors thiadated 15
L Mumiar ol AV ailon sweaone ) dliopned 0 poslas shach dedl ol £ontgen [}
sl & ween nol Sragedied e wey merson
F Mamier ol DaBoty revstared to velien who npoded ther baliol o the polerg F4
it (iepoded of delpctien Balti]
G Mamber of Balls repecied ]
W Pharnbur of Ballity unad by shiction migecion v balol Ao sfion ]
| Mamber of PROATSIONAL “srveiope” balioiy e L
J Bhormber of UMUSED BALLOTS: jaxcani badotil
ladlcd Seyly  Srarmineg Mo, Dading Ho., it
[Mora] [t h DO HE) E2]
2
P Total of Lines DL E.F. 5. H. Land J Ditws{ mrich Lins C abons 202
L Esfferenca: o
= Report Preview [Ballot Summary] .
& T PP | |
T [ Save As x
€« ~ 4 = » Removable Disk (E) » v | Search Remowvable Disk (E:) -]
Organize * Mew folder i==
~
# Quick access ~  Name Date modified Type
X e Election Date 3/2272016 11:10 AM  File folder
@ OneDrive
& This PC
== E} Save As x
== Removable Disk (E:} X X X
« v » Removable Disk (E:) » Election Date v 0 Search Election Date »
Election Date
Organize + MNew folder == - o
|_j Metwark v < ~
# Quick access ) MName Date modified Type
File name: | Ballot Summary|
Save as type: | Adobe Acrobat f & OneDrive Ne items match your search,
= This PC
“ Hide Folders
- Removable Dizk (E)
Election Date
d Metwork v £ >
File name: v
i Save as type: | Adobe Acrobat files (*.pdf) ~
After the Ballot Summary has been saved, print
* Hide Folders 3 Cancel

the report (if applicable), close out of the preview

screen, and close the Ballot Summary screen as

well.

Report Preview [Ballot Summary] l —

e — | (2]

@ [E] IF"5|°/° 14 4 I‘I [ Canc:ell Custormize |
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List of Voters

The List of Voters is created by the EPB Software and must be saved to the encrypted flash drive. If your
precinct has the ability to print, the List of Voters should be printed as well. Use the triangle buttons next to
the page number, to view the report. Remember to view the number of voters in order to record that number in

the paper binder pollbook.

Reports = Sys Admin  Help

Remarks

List of Voters I}

Ballot Sur
Defective
Activity L

To save the List of
Voters:

1. Click Reports
2. Click List of Voters
3. Click the .pdf B

button in the upper left hand
corner of the screen.

=) Report Preview [List of Voters]

se@aEm « o n B

4. The [ElectionDate] folder selected for the
Ballot Summary should automatically pop up.
Always check to make sure you are in the
encrypted flash drive and the correct folder

before clicking Save

11/8/2016 - STATE GENERAL - BOHI
PRECINCT 00001

LIST OF VOTE

- Removable Disk (E:)

=) Save As *
yN » Remowvabl.. » Election Date v O Search Election Date 2
Organize « MNew folder - 0
# Quick access Name - Date modified Type
& OneDrive @ Ballot Summary 162:21PM  PDFF
& This PC

Election Date
¥ Network a R
File name: v

Save as type: | Adobe Acrobat files (*.pdf)

= Hide Folders

4 NETE

Cancel

After the List of Voters has been saved, print the report (if using printers in the precinct) and close out of the

preview screen.

Report Preview [List of Voters]

l@ EEE T 1« <[ » ¥
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Remarks Report

Remarks recorded in the EPB software using the General Remarks and/or Voter Remarks are saved in a
report also and must be saved to the encrypted flash drive. If your precinct has the ability to print, the Remarks
should be printed as well.

Reports | Sys Admin  Help
Remarks

List of Voters

To save the Ballot SUES} Report Preview [Remarks]
Remarks report: Defectiyl = Btz 14« b oM
P Activity 4 4

1. Click Reports

11/8/2016 - STATE GENERAL - BC

2. Click Remarks FRECINCT 0000
3. Click the .pdf button | IS} Save As -
in the upper left hand corner
Of the screen + » Remowabl... » Election Date v | O Search Election Date 2

Organize Mew folder = - o
4. The [ElectionDate] folder selected ~

3 Quick access Rlame Type
for the last two reports should B satots .

: =i Ballot Summa
automatically pop up. Always check £ OneDrive u Lt of Vot Y .
. L]
to make sure you are in the B This pC
encrypted flash drive and the correct _
folder before clicking Save o= Removable Disk (E)
Election Date

oF Network a N
Important note: there must be one File name: v
recorded Remark for the report to Save astype: | Adobe Acrobat files (*.pdf) v
save.

“ Hide Folders 4 Cancel

After the Remarks report has been saved, print the report (if using printers in the precinct) and close out of the
preview screen.

Report Preview [Remarks]

Céﬁ BEE/[wd ««  »m
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Save Voter History

After all other reports are saved, save the voter history. This file will update the voter registration files in the
Qualified Voter File (QVF) recording who voted on Election Day.

File | Edit View Reports Sys Admil
Un-issued Defective Ballots F3

Remarks F4
Save History b
Backup =), save history as X
Options » Remowabl.. » Election Date) Search Election Date 2
Organize - Mew fo =z = 0
L G ERT=s MName - Date modified Type
To save Voter History: & OneDrive Mo items match your search.
. . 3 This PC
1. Click File
w = Removable Disk (E:)
2. Click Save History y Election Date
3. Delete “d:\" in the file name = 4 Nmofk@e < N
by placing the cursor at the P\
beginning of the File name File -fh_hlslo >
field and using the delete key Save as type: | Text files (“bt) v
on the keyboard. Then verify
you are in the encrypted flash Sy Cancel

drive and the election folder.
If not, in the left hand section of the screen (under This PC)
click on the flash drive (Removable Disk E:) and then double
click on the election folder.

4. Click Save
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Ensure Files are on Flash Drive

Electronic Pollbook User Manual WIN10
Provided by the Michigan Bureau of Elections

Verifying all files have been saved on the encrypted flash drive is an important last step.

= | Removable Disk (E:) — O X
Home Share Wiew O
= ; . — _—
] I_] o Cut « Moveto~ ) Delete ~ E:‘J M ~ B setectan
w.| Copy path f_']v Select none
PFin to Quick Co Faste - = MNew Properties
access Ry d Paste shortcut Bcepyto -::ﬁREname folder pv DDIn\rertselection
Clipboard Crganize MNew Open Select
<« ~ " 2 s Removable Disk (E) » v | O Search Removable Disk (E:) -]
A Quick access Mame Date modified Type Size
& OneDri e Election Date h 3/22/2016 11:10 AM  File folder
neDrive
= | = ;
WT(Re ~ + | Election Date = [m] =
9 — Removable Disk (E:) Home Share View (2]
¥ Network |_] J cut N - @ [ select al
W Copy path ﬂ' Select none
Pin to Quick Copy Paste Capy te = & New Properties
p. access - [#] Paste shartcut Copyto Rename falder pv DD Invert selection
Titen  1item selected Clipboard Organize New Open Select
« v » Removable Disk (E:) # Election Date » v O Search Election Date »r
S @S Date modified Type Size
i . @ OneDri @ Ballot Summary POF File 13KB
To Verlfy files have been saved nevve & epb Dial-Up Phonebook 511 KB
on the encrypted flash drive: [ This PC ? epb Compressed (ipp.. 4869 KB
|:] eph_history Text Document 1KE
== Removable Disk (E:) _— X
H H H List of Vot PDFFil 8 KB
1. Click on the file folder icon —— ] List of Voters .
to open Windows File sl Remarks PR o
Explporer =¥ Network ﬁ' setup Application 2,961 KB
?items“ =

2. Click Removable Disk (E:)

Updated as of 6.7.2017

3. Double Click the [ElectionDate] folder

4.QVF Users: Verify there are 7 files listed in the folder. Those files should be the Ballot Summary, epb
(Dial-Up), epb (WinZip), epb_history, List of Voters, Remarks and setup.

EMP Users: Verify there are 6 files listed in the folder (see image below). If those files are not found
within the flash drive, repeat the steps outlined for saving reports.

% | Election Date

H

# Quick access
@ Onelrive
A This PC

== Removable Disk (E:)
Election Date

¥ Network

G items “

¢ Ballot Summary o

2 epb

|J ephb_history
@ List of Voters
=
? STATE_PRIMARY_EATOM_RAPIDS_CITY,

Remarks

Home Share View
IJ ’ Em Mave to X Delete
PintoQuick Copy Paste pein ) E— eame new ONCe all reports have been saved, all programs can be closed
e LfsEsres faider — and the laptop shut down. Return all items to the case, except
Seteare — """ the encrypted flash drive. The encrypted flash drive must
© v M [Ls » Removable Disk(E) > Flection Date > be placed into the container the Clerk recommends,
—— sealed (either an envelope with ared paper seal or an

approved container and the appropriate seal), and
returned to the Clerk on election night.

Page 25 of 31



Helpful Hints

Bar Code Scanners and Absent Voter Ballots

When processing absent voter ballots in the precinct, bar code scanners may be used to scan the
absentee ballot application for voter look-up. If the laptop has 4 USB ports, the bar code scanner may be
used along with the magnetic card reader. If the laptop only has 3 USB ports, the bar code scanner can
be used to scan the back of a driver’s license, replacing the need for a magnetic card reader.

Battery Tips
Laptop batteries need proper care to ensure long life. Follow the following basic tips and care to maximize
the laptop battery.

1. Fully charge a new battery before use.

2. Allow a new battery to fully drain 2-3 times and recharge to 100% after each time, this will
condition the battery to reach its maximum capacity.

3. Fully drain and fully recharge the battery pack every few months afterward.

4. Store the battery separately in a cool location (~60°) from the laptop during long term storage.
The battery will still drain in storage.

If the battery does not appear to be charging, ensure all three plug points of the two piece power cord are
connected.

Screen Resolution
Optimal screen resolution for the EPB laptop is 1366x768. If your list of voters is not displaying on the
right hand side of your screen, the resolution needs to be adjusted.

To adjust the screen resolution:

1. Go to the desktop and right click
2. Click screen resolution
3. Select 1366x768

WinZip Files
Some users downloading the EPB files from the EMP may experience an offer to buy WinZip. This is not
necessary to open these files. Follow these instructions to permanently select Windows Explorer to open

this file type:
MName 7-Zip »
1. Right click on the file q
2. Click Open with | NOVEMBER C/ Scan for Viruses...
3. Click "Chqosg default a Open with P | Windows Exph
g;:%rr?m if given menu Restore previous versions 0 WinZip
, Open with Send to 4 Qﬁhause defaul
Choose the program you want to use to open this file: Cut

- File:  MAY_CONSOLIDATED _FAITHORN_TOWNSHIP.zip...

Recommended Programs

= Windows Explorer &Y winzo 4. Select Windows Explorer
=gl Microsaft Corporation =1, WinZip Computing, S.L. 5. Check "Always use the selected program
Other Programs v to open this kind of file"
6. Click OK
Always use the selected program to open this kind of file | T

If the program you want is not in the list or on your computer, you can |ook for the appropriate program on the

Web.
q OK ll Cancel |
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Frequently Asked Questions

1.

The wrong ballot style was issued to a voter, how can it be corrected?

Answer: If using different ballot numbers for each ballot style, no action is required except to
remark the situation in the Remarks. If your ballot styles are numbered with the same ballot
number series, open the voter’s record, undo the issuance of the ballot with the incorrect ballot
style, and reissue a Regular Ballot with a modified number using a letter before the number (for
example, X0000012) and remark the situation in the Remarks.

Is there a way to setup all election inspector user names and passwords into the software before
the EPB software is downloaded on to the encrypted flash drive?

Answer: No, not at the current time. Each username and password must be setup in the EPB
software after it is loaded onto the laptop.

If using the QVF/EMP AV module, do | have to extract the EPB software from QVF/EMP after
4:00 p.m. on the Monday before the election to get the most up to date absent voter information?

Answer: Yes, however, this is not required. If the EPB software is downloaded before the
deadline, a List of Absent Voters must be printed for reference in the precinct as AV issuance
information will not be the most current information in the EPB software. Instruct election
inspectors to review this list for every registered voter.

Is there a way to update absent voter activity on the encrypted flash drive or in the Voter List
portion of the EPB software after it has been installed on the laptop?

Answer: No, not at this time and absentee voters should not be processed in the EPB software
before the opening of the polls.

Do | have to print the paper binder pollbook reports in the precinct?

Answer: No, in fact, having the Receiving Board print the reports is highly recommended.
Reports must be delivered to the Receiving Board on the encrypted flash drive in a sealed
container by two election inspectors of opposing political party after the polls close. The
Receiving Board then prints the reports and completes the paper binder pollbook.

Do | need to use a particular type of printer with the laptops?

Answer: No. Most printers will work with the laptops as long as the proper printer driver is
installed. Complete the installation as soon as possible to verify the laptop and printer are
compatible.

Do | have to have a hardcopy precinct list and full paper binder pollbook with a List of Voters,
Ballot Summary and a Remarks section at each precinct if | use the EPB software?

Answer: Under the terms of your User Agreement, you are required to have a hardcopy Precinct
List and a hardcopy List of Voters, Ballot Summary, and Remarks Section available for immediate
delivery to the precinct in the event of a system failure.

The EPB software allows me to issue a ballot to a voter who has already returned an absent
voter ballot. Why is this permitted?

Answer: Under rare circumstances, a voter who has already returned an absent voter ballot may
be permitted to vote in the precinct. Election inspectors MUST contact the local clerk before
issuing a ballot to a voter who, according to the EPB software, has already returned an absent
voter ballot.
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10.

11.

12.

13.

14.

How do | change the time and time zone on my laptop?

Answer: Right-click on the time and date, click Date and Time Settings. Here you can select the
appropriate time zone. If you need to adjust the time, turn off the “Set time automatically” option,
then click the Change button. Once the time is corrected, you can turn the “Set time
automatically" option back on.

Do | have to use the EPB software to process absent voters in the precinct?

Answer: No, you may use the Addendum List of Absent Voters method and add the list to the
paper binder pollbook.

What if an absent voter does not return their ballot? Or if the absent voter surrenders their AV ballot in
the polls? Do | need to indicate this in the EPB software?

Answer: No. Only process an absentee ballot in the voter’s record when the ballot has been received
for processing. If the voter has surrendered their absent voter ballot, simply issue a precinct ballot
using the normal process. The Spoil a ballot function should never be used in regards to an absent
voter ballot in the EPB software.

Will Unlisted Voters transfer to QVF/EMP after the Voter History has been updated?

Answer: No. Unlisted voters will not transfer into QVF/EMP after Voter History has been updated.
The registration of an Unlisted voter must be added to QVF and the Voter History for the Unlisted voter
must be entered manually as well.

Is there a way to view all of the actions taken in the EPB on Election Day?

Answer: Yes. An Activity Log Report can be viewed by selecting Reports — Activity Log Report. This
Report may be printed as well.

Is there a way to convert the List of Voters into a .csv file?

Answer: Yes. When in the List of Voters Report simply click on the e button.

Page 28 of 31



Glossary

Antivirus Software - is a software program that helps protect the laptop from viruses that could damage
or shut down the machine.

Backup — afile that replicates and saves entered data for use in the event of a system failure.

Ballot Style - is a designation to distinguish amongst ballots in a precinct that has a District split. For
example, Precinct One represents voters from County Commission District 5 and 7. If the County
Commission position is on the ballot, Precinct One will have two ballot styles, one for District 5 and one
for District 7.

BitLocker — free encryption software from Microsoft. For the E-Pollbook, it is software on flash drives
issued by the State after 2015, used to protect data on a flash drive with a password.

Data Security - is the means of ensuring that data is kept safe from corruption and that access to it is
suitably controlled. Thus data security helps to ensure privacy. It also helps in protecting personal data.

e-Pollbook Software — is a computer software program created in the Qualified Voter File (QVF) to be
loaded on a laptop and used in the precinct on election day to record voters and the ballots they are
issued.

Encryption — the process of transforming information using an algorithm to make it unreadable to anyone
except those possessing the password.

Encrypted Flash Drive — a digital storage device that has the ability to encrypt data and keep the data
secure.

Encryption Password — a password created to allow access to the encrypted e-pollbook software once
downloaded from QVF.

Global Geography — a function of QVF where precinct combinations and ballot style names can be set
for an election. The information entered into the QVF Global Geography module will then tell the EPB
software which precincts have been combined and the preferred name for ballot styles in split precincts.

Lockout —is an e-pollbook software feature that disallows the issuance of a ballot number more than
once per ballot style.

Privacy Zone —a term the V-Safe 100 software uses to define the encrypted area of the flash drive. This
only applies to flash drives issued by the State prior to 2015.

Receiving Board - is a board established by the local Election Commission responsible for ensuring 1)
all ballot containers delivered to the clerk after the polls close are properly sealed 2) all seal numbers are
properly recorded and 3) the number of names entered in the Poll Book balances with the number of
ballots counted in the precinct. For more information visit michigan.gov/elections and click on “Information
for Election Administrators.”

Strong Password — is a password that contains a combination of at least eight upper and lower case
characters with at least one number or symbol.

V-Safe 100 —the name of the encryption software installed on earlier versions of the State issued flash
drive prior to 2015.
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Quick Reference Checklists
Pre-Election Day — Clerk Setup

General Laptop Preparation
O Update antivirus software
O Ensure print driver software has been installed (if applicable)
O Update Windows
O Fully charge battery

EPB Software Download from QVF/EMP

Insert the encrypted flash drive into a USB port on the QVF/EMP computer

Login to encrypted flash drive

Create a folder on the encrypted flash drive (or desktop, if using the alternate method for multi-
precinct jurisdictions)

Login to QVF or EMP and create the EPB software

Move EPB software to encrypted flash drive (if using the alternate method for multi-precinct
jurisdictions)

aa Qaa

EPB Installation on laptop

Take encrypted flash drive to laptop and plug in to a USB port
Login to encrypted flash drive

Run the EPB software setup file

Login to the EPB software and select the precinct

Set Options

Setup Users

aaaaaa

Election Day — Election Inspector Setup

Preparing the EPB for Opening the Polls

Power laptop on

Make sure the laptop is not connected to the internet

Insert the encrypted flash drive into a USB port

Login to the encrypted flash drive

Login to the EPB software

Change options and/or setup users as recommended by the Clerk
Perform the first EPB backup

aaaaaaaq

Throughout the Day
O Assign ballots and ensure all voters are documented in the EPB software
O Verify status problems
O Backup the EPB software regularly
O Record Remarks as necessary

Closing the Polls

Perform one final Backup

Complete the Ballot Summary, ensure it balances (L=0) and save to the encrypted flash drive
Save the List of Voters to the encrypted flash drive

Save the Remarks report to the encrypted flash drive

Save Voter History to the encrypted flash drive

Ensure all files are on the encrypted flash drive

Print reports (if applicable)

Deliver encrypted flash drive under seal in the Clerk recommended container to the Receiving
Board or Clerk

aaauaaaayq
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Post Close of Polls

Receiving Board

a
a
a
a

Clerk

aa 0o aaQadq

Print Ballot Summary

Print List of Voters

Print Remarks

Upload Voter History (if using the QVF/EMP computer)

Upload Voter History within 7 days of the certification of the election

Uninstall the EPB software from the laptop 7 days after the canvas of the election

Delete the [ElectionDate] folder from the encrypted flash drive 7 days after the canvas of the
election

Delete the [ElectionDate] folder from the QVF/EMP PC desktop 7 days after the canvas of the
election (if applicable)

Delete any other EPB file(s) that may have been saved

Properly store the laptop and associated battery
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