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Information for Voters only 

Voter Resource Line 

713-755-6965

Locations/Wait Times: HarrisVotes.com/Polling-Locations 

                                             ADA questions:  

                          713-755-6965, ask for ADA Coordinator;  

                                   email: ada@vote.hctx.net 

                  Voter eligibility status and to view their Sample Ballot:  

HarrisVotes.com/SampleBallots 

Ballot By Mail tracker: HarrisVotes.com/Tracking 
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Judge Resource Line 

713-755-1617 

Press 01 for Early Voting Recruitment Team 

   • Early Voting placements / staffing 

Press 02 for Election Day Recruitment Team 

 • Election Day placements / staffing 

Press 03 for Payroll 

Press 04 for Training Team 

 • Questions about how to process Voters 

 • Questions about Vote Center paperwork  

(i.e. Zero Tapes, Chain of Custody, Seal Logs, Provisional Ballot Log, Spoiled Ballot Log) 

Press 05 for Tech Line 

 • Questions about equipment  

            (i.e. Controllers, Duos, Scans, ePollBooks) 

Press 06 for Supplies Line 

 • Questions about supplies provided 

 • Requests for additional supplies 

Press 07 for Locations Team 

 • Questions about or issues with the Vote Center 

Press 08 for Voter Registration 

 • Questions about Voter Registration 

Press 09 for ADA 

 • Questions about ADA remedies for the Vote Center 

 • Requests related to Voter assistance 

Press 10 for Legal Line 

 • Poll Watcher issues 

 • Electioneering issues 
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(If media show up to your Vote Center, please contact the media line 713-205-3573) 

Information for Judges only 
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Commonly Used Terms 
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Alternate Judge (AJ) - can serve in the same capacity as the Presiding Judge 

(PJ); takes over full responsibility of the Vote Center in the absence of the PJ; 

serves as Clerk when PJ is present  

 

Curbside Voting - the processing of voters in their car because they are unable 

to enter the Vote Center; all Vote Centers provide Curbside Voting 

 

Early Voting (EV) - the voting period occurring before Election Day; it can last 

three to fourteen days 

 

Election Day (ED) - the last day to cast a Ballot; one day only 

 

Emergency Slot - the slot on the Ballot Box in which Ballots not scanned by the 

Scan are deposited; it is sealed until used 

 

ePollBook - an iPad formatted for election procedures including the qualifying of 

Voters, Judge related tasks and other resource material 

 

Presiding Judge (PJ) - the Election Worker overseeing all voting procedures at 

the Vote Center; they are responsible for ensuring election law is followed, the 

voting process is safe and secure, and peace is kept in the Vote Center 

 

Qualifying - qualifying refers to the process of verifying a Voter is registered and 

casting the correct Ballot 

 

 



 

 

GENERAL INFORMATION 
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The Harris County Election Administrator is committed to serving Harris County 

residents by providing essential Voter registration and election services in an equitable, 

accessible, secure, and transparent manner. 

  Mission Statement, Harris County Elections Administrator’s Office 

 

  

 

 Established in 2020, the Harris County Elections Administrator’s Office was 

created to bring all Elections-related responsibilities into one office. From Voter 

Registration to the Tabulation of Ballots, the Departments of the Elections 

Administrator’s Office work together to implement the many tasks required to ensure 

that all eligible individuals in Harris County have full access to register to Vote and cast 

a confidential Ballot.  

 As the third largest County in the Nation, Harris County is also one of the most 

diverse. We serve individuals from a variety of cultures, belonging to all races. Our 

Voters speak many different languages and have wide ranges of physical abilities. It is 

our mission to provide Voter Registration and Election Services in an equitable, 

accessible, secure, and transparent manner regardless of sexual orientation, gender 

identification, or religious beliefs. All Voters deserve to be treated with respect and 

dignity. In the Harris County Elections Administrator’s Office, no person will be treated 

any differently based on how they look, how they talk, or what they believe. 

 We take pride in the service of those who assist us in bringing this office’s 

mission to life. Only through the support of our Election Workers can we provide 

equitable, accessible, secure, and transparent Voter Registration and Election Services 

to the Voters of Harris County. We look forward to working alongside you for many more 

years to come. 

G E N E R A L   I N F O R M A T I O N                                      
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G E N E R A L   I N F O R M A T I O N                                      

The Elections Reference Manual has been created to help Election Workers correctly    

implement the numerous tasks involved in conducting an Election. It will be updated     

periodically and a revised version will be provided when needed. 

 

In this Manual we have added color-coded tabs on the 

bottom outside edge of each page. The colors         

indicate different sections devoted to the different 

Vote Center and Voting Processes.  

 

When you see QR Codes with the Harris County    

Elections logo in the middle, you can use your cell 

phone camera to scan the code. It will take you to a 

captioned video that shows you that part of the       

Voting Process. 

In the back of the manual you will find the Appendix. 

The Appendix includes images of the documents    

required for use in the management and processing 

of Voters in the Vote Center.  

The checklists have been reformatted to resemble 

traditional checklists with more content placed in the 

color-coded sections.  
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G E N E R A L   I N F O R M A T I O N               

Use your manual as a Resource. 

Call 713-755-1617 for assistance, including to report missing or dysfunctional          

equipment, but continue to process Voters. 

Open polls by 6:45 AM but do not process Voters until 7:00 AM. 

Have at least one line open to receive Voters by 7:00 AM. 

Daisy Chain Duo power before placing Duos on stand. 

Perform Power Test on Duos during setup. 

Have one Clerk check all power connections. 

Ensure all required Seals are in place. 

Turn on Controller before turning on Duos, and only on voting days. 

Plug ATI device into back of Duo on the accessible stand before turning on the Duo. 

Qualifying Clerks – be deliberate, not rushed. Do not press the green “Check In Voter” 

button until the barcode is scanned, and the Voter is on their way to the Voting Booth. 

After closing polls, attempt to Scan any Ballots in Emergency Slot Bag. 

For Early Voting, place each day’s brown Reconciliation Envelope in the white Return 

Box. 

For Election Day, place the blue copy of Reconciliation Log, Chain of Custody, and         

unscanned Ballots from Emergency Slot Bag inside the Scan before sealing. 

Return all Envelopes, even if empty. 

Triple check that you have set all required items aside for Supply Return. 



 

 

 

 Presiding Judge Alternate Judge Clerks 

Early Voting Nominated by Party; 

appointed by Harris 

County EA 

Nominated by Party; 

appointed by Harris 

County EA 

Nominated by Party; 

appointed by Harris 

County EA 

Election Day Nominated by Party; 

appointed by Harris 

County Commissioners 

Court 

Nominated by opposite 

Party; appointed by 

Harris County 

Commissioners Court 

Chosen by PJ 

GENERAL Elections for State or County Officers and Resulting 

Runoff (TEC 32.002) 

The County-wide Polling Place Program allows Harris County to apportion a percentage of election precincts in each 

Commissioner Precinct. Any Judge vacancy can be filled by any appointed judge. 
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 Presiding Judge Alternate Judge Clerks 

Early Voting Appointed by authority 

ordering election; 

Harris County is 

contracted to appoint 

Election Workers 

Appointed by authority 

ordering election; 

Harris County is 

contracted to appoint 

Election Workers 

Appointed by authority 

ordering election; 

Harris County is 

contracted to appoint 

Election Workers 

Election Day Appointed by authority 

ordering election; 

Harris County is 

contracted to appoint 

Election Workers 

Of opposite party 

appointed by authority 

ordering election; 

Harris County is 

contracted to appoint 

Election Workers 

Chosen by PJ 

OTHER POLITICAL SUBDIVISION Elections and Resulting Runoff 

 Presiding Judge Alternate Judge Clerks 

Early Voting Nominated by Party; 

appointed by Harris 

County EA 

Nominated by Party; 

appointed by Harris 

County EA 

Nominated by Party; 

appointed by Harris 

County EA 

Election Day Appointed by Party Chosen by PJ Chosen by PJ 

PRIMARY Elections and Resulting Runoff 

This table is a summary of appointment/placements and does not include all possible situations. 

Harris County Recruitment Specialists coordinate the placements of all appointed election workers. 

Election Staffing Responsibilities 
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G E N E R A L   I N F O R M A T I O N               

Presiding Judge (PJ) Duties 

Early Voting Clerk 

Under the Texas Election Code (TEC Sec. 83.001), the Early Voting Clerk is ultimately responsible 

for everything that happens in Vote Centers across the county during Early Voting. The Presiding 

Judge, Alternate Judge, and all Clerks follow directions from the Early Voting Clerk. In Harris  

County, this role is filled by the Elections Administrator. The responsibility for most activities at    

individual Vote Centers has been delegated by the Early Voting Clerk to the Presiding Judge of 

that location.  

Under the Texas Election Code (TEC Sec. 32.071), the PJ is ultimately       

responsible for everything that happens on Election Day in a Vote Center. 

They must be a Harris County registered Voter. All Clerks and the Alternate 

Judge (AJ) follow directions from the PJ. 

Persons Allowed Inside the Polling Place 
 The following individuals may be lawfully present in a polling place: 

• An election judge or clerk 

• A poll watcher 

• The Secretary of State 

• A staff member of the Elections Division of 

the Office of the Secretary of State 

performing an official duty in accordance 

with the Election Code 

• A state inspector 

• A person admitted to vote 

• A child under 18 years of age who is 

accompanying a parent who has been 

admitted to vote 

• A person providing assistance to a Voter  

• A person accompanying a Voter who has a 

disability 

• A special peace officer appointed by the 

Presiding Judge 

• The county chair of a political party conducting 

a primary election 

• A voting system technician 

• The county election officer, as necessary to 

perform tasks related to the administration of 

the election 

• A person whose presence has been authorized 

by the Presiding Judge in accordance with the 

Election Code 

Election officers (other than the precinct election judge and clerks), party officials, or members of 

the media are not permitted to be in the polling place unless they are voting or a person listed 

above. 



 

 

G E N E R 

 

The Presiding Judge reviews work schedules and assignments with the Clerks. 

The PJ may allow some Clerks to end their service at the polling place before the 

polls close (i.e., work in shifts). Additionally, the PJ may allow some clerks to 

begin their service at the polling place later than 7:00 AM on Election Day.  

The PJ may permit temporary absences for meals or other necessary activities. 

Judges must treat Clerks uniformly in designating their working hours and duties 

and in regulating temporary absences. 

For Early Voting and Election Day, the PJ: 

• Ensures the Vote Center is ready for Voters by 7:00 AM 

• Manages the Vote Center, personnel, Voter service, and other 

activities 

• Sets the tone for how the team interacts 

• Ensures Texas Election Code and the policies set by Harris County 

are followed 

• Ensures Voters are able to vote with privacy and confidentiality  

• Ensures all Voters and Election Workers are treated with respect. 

• Assigns roles to Election Workers 

• Monitors throughout the voting period that Election Workers are 

adequately performing their duties 

• Maintains awareness of everything happening in the Vote Center 

 

Presiding Judge (PJ) Duties 
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Prior to Early Voting / Election Day, the PJ:  

• Arranges a setup time 

• Acquires contact information for on-site     

personnel (at least two contacts who will 

be available to open the Vote Center) 

• Ensures any fire drills or other            

pre-scheduled disruptions are             

rescheduled 

• Contacts Vote Center to ensure voting 

areas will not be filmed 

For Election Day, the PJ: 

• Hires all Clerks 

• Ensures all Clerks are signed up with A1 Personnel 

• Sends list of Clerks to Recruitment Specialist 

• Ensures Clerks attend training 
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G E N E R A L   I N F O R M A T I O N                                      

 

 

Presiding Judge (PJ) Duties 

The Presiding Judge may appoint one or more persons to act as Special Peace    

Officer(s) for the Vote Center ONLY if those being appointed are licensed as a 

Peace Officer by the Texas Commission on Law Enforcement (TEC Sec. 32.075f). 

The PJ or Special Peace Officer may not prohibit electioneering or loitering outside 

of the 100-ft line.  

A PJ may call a law enforcement officer to request that a Poll Watcher be removed 

from the Vote Center if order and peace are disrupted or a breach of violation of 

election law occurs (NEW LAW: SB 1 (87th Leg., C.S., 2021)). [Sec. 32.075(h)]. The 

PJ must consult with the Harris County legal line before taking this action.  

Election Clerks (Clerks) 

The PJ for each election precinct must appoint the Clerks to assist the Judge in the 

conduct of an election at the Vote Center.  

To be eligible to serve as a Clerk in a precinct, a person must be a registered Voter 

of the county. The appointment of a Clerk is for a single election only. 

The PJ must appoint the Alternate Judge as one of the Clerks (Sec. 32.032). The 

PJ must appoint at least two clerks for each precinct in each election. The PJ may    

appoint as many additional clerks, within the limit set by the governing authority, 

which is the Harris County elections office, as are necessary for the proper conduct 

of the election.  

 

 

 

The PJ is charged with preserving order and peace in the Vote Center and      

preventing violations of the Election Code in all voting processes, including the   

areas in which electioneering and loitering are prohibited. 

Should the PJ identify a breach in the peace and needs to have authorities arrest 

a Voter, the Voter must be allowed to vote before being removed (TEC Sec. 

32.075d). 

• Ensures all equipment is secured inside the Vote Center at the end of each day 

• Posts number of Voters on door every two hours 

• Ensures bilingual clerk assignments are made 

• Arranges the pick up of supplies before election 

• Arranges the return of supplies after election 
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G E N E R A L   I N F O R M A T I O N                                      

Payment Information & Procedures 

Election Workers are paid as follows: 

Presiding Judge: $20 per hour 

Alternate Judge: $17 per hour 

Clerks/Student Clerks: $17 per hour 

A1 Personnel: 

All Harris County Election Workers are processed through A1 Personnel. For 

the first election someone works, paperwork for A1 MUST be completed. In 

subsequent elections only information that has changed should be updated. 

 

 

 

 

 

              

 

 

Scan this QR Code for direct access to the A1 

Personnel Harris County application link. 

See Appendix for more information 

EVBB / SVC 

An Early Voting Ballot Board (EVBB) is created in each election to process Early Voting 

results. It is comprised of persons from both major political parties. The EVBB reviews 

paper Ballots (if used), Ballot Boxes, Ballots voted by mail and more to ensure proper 

processing of Early Voting results.  

A Signature Verification Committee (SVC) may also be created. The SVC meets to 

compare signatures on the applications for ballot by mail to the corresponding carrier 

envelopes. The purpose of the EVBB is to count the ballots. The only purpose of the  

SVC is to compare signatures.  

 

 

At any time, a worker will be able log into their account and see what 

information A1 has on file – such as mailing address, bank account 

information and to check if receiving paper check or direct deposit. 



 

 

The AJ serves as backup to the PJ. If the PJ is out sick or 

has to leave for any amount of time, the AJ will serve as 

PJ in their absence. The AJ is responsible for knowing the 

same information as the PJ. 

The PJ ensures the Texas Election Code and the policies 

set by Harris County are followed, oversees Vote Center 

activities, and monitors Election Workers. 

Presiding  

Judge (PJ) 

Alternate  

Judge (AJ) 

The Greeter is the first Election Worker a Voter will                 

encounter. They are friendly, welcoming individuals who 

monitor those waiting in line to Vote, ensures the 100-ft 

line is secure, and monitors the parking lot for Curbside 

Voters. 

Greeter 

Qualifying 

Clerk 
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The Qualifying Clerk is assigned to the Qualifying Table. 

They operate the ePollBook and Controller. They will    

process Voters in an accurate and efficient manner. 

For each Election, the Elections Administrator’s Office considers historical and expected turnout 

and the type of Election to determine staff needs for each Vote Center. While the number of 

workers may vary slightly, each Vote Center has the same roles to fill. Judges and Clerks may 

fill more than one of these roles. For example, the PJ may also be the Bilingual Clerk. 

G E N E R A L   I N F O R M A T I O N               



 

 

Election Staffing - Roles & Responsibilities 

 
The Curbside Clerk is a Clerk designated by the Presiding Judge 

to conduct Curbside Voting when required. This includes:         

Qualifying Voter, preparing the Duo-Go with either the Presiding 

Judge or Alternate Judge, then returning to the Voter with an “I 

Voted” sticker and letting them know the Ballot was successfully 

cast. 

Curbside 

Clerk 

While English is the Primary Language spoken at the Vote Center 

(TEC Sec 61.031), Bilingual Clerks are available to assist Voters 

who may need help in Chinese, Spanish, or Vietnamese. Bilingual 

Clerks fulfill the same duties as all other Clerks assigned to the  

location. Depending on the language needs of the area of the Vote 

Center, Bilingual Clerks are required in Spanish, Vietnamese, and/

or Chinese. By law, this position must be filled. The PJ is notified 

of Bilingual Clerk requirements upon notice of placement. 

Bilingual 

Clerk 

High School Students who are 16 years of age or older on or      

before Election Day can serve as a Clerk or Electronic Support 

Specialist. 

An interested student must complete and submit the Student   

Election Clerk Application and Permission Form with a signature 

from their parent/legal guardian. For Elections during/on a school 

day, a signature is also required from the student’s High School 

Principal (or parent/legal guardian in charge of in-home school). 

Student 

Clerk  

Ballot 

Box Clerk The critical role of the Ballot Box Clerk is to ensure Voters do not 

leave the Vote Center before casting their Ballot in the Scan. If they 

leave before doing so, their vote has not been counted. 
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All individuals working as Election Workers for Harris County are expected to: 
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Follow State and Federal laws related to Elections, as well as the policies                      

and procedures of the Harris County Elections Administrator.  

Attend training. 

Properly perform their assigned duties. 

Wear identification indicating name and position as an Election Worker. If no name tags 

are provided, they must be created. Federal, State, and County officials, Peace Officers, 

and Poll Watchers are also required to wear identification inside the Vote Center. 

Treat Voters and other workers with dignity and respect. 

Properly process each Voter. 

 ClusterTechs monitor Election Equipment and Vote Centers 

throughout Election Day. Each Tech will travel site to site, visiting 

each location multiple times during Election Day. Equipped with a 

supply kit and replacement equipment, Cluster Techs check to    

ensure that machines are operational and that supplies like Printer 

Paper, Ballot Paper, and Provisional Forms are still stocked. 

Cluster 

Techs 

 Throughout the Voting Period, members of the Elections               

Administrator’s Office staff may visit your location to check ADA 

remedies or replace broken equipment. These individuals will have 

Harris County Badges. Election Staff will also work the phone lines 

and support Election Workers throughout the entire Election Period. 

                    

Elections              

Administration 

Staff 

G E N E R A L   I N F O R M A T I O N                            

Election Worker Expectations 

Election Staffing - Roles & Responsibilities 
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High School Students 

G E N E R A L   I N F O R M A T I O N                            

A student who is 16 years of age or older and who is enrolled in a public, private, or home school 

high school program and has the consent of the principal (or parent/legal guardian in charge of     

education in home school) may serve as a Clerk during Early Voting or Election Day.  

The Student Election Clerk must also complete any training course required by Harris County. 

Up to four student Clerks may serve at any one time at a Vote Center. The elections officials 

must receive written authorization from the student's parent or guardian for the ability to serve in 

the election for which they are appointed.  

Electronic Support Specialists (ESS): 

ESS are high school students specifically trained to use their cellphones to monitor 

wait times at the Vote Center. They are also trained on the setup and maintenance of 

election equipment. They are permitted to use their personal cellphones for this. ESS 

can also serve as Clerks if their help is deemed necessary by the Presiding Judge. 

Since many high school students do not 

have a driver’s license or state ID, when 

“Student Tech” or “Student Clerk” is   

chosen as work type on the ePollBook 

timesheet, fill in DPS field with 9s. 
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High School Students 

 ESS Student Clerk 

Who hires students? Harris County Elections               

Administrator 

Presiding Judge 

Are you required to have 

a high school student at 

your Vote Center? 

Yes, High School techs are         

assigned to your Vote Center by 

Harris County Elections staff 

No, whether your Clerks include 

high school students is the choice 

of  the Judges 

Who supervises students 

on at Vote Center? 

Presiding Judge, however,          

instructions from Harris County 

Elections staff take precedence 

Presiding Judge 

What are the students’    

responsibilities? 

Primarily, high school techs are  

responsible for keeping Voter wait 

times up-to-date. They are trained 

in all Clerk related activities as well 

Like any Clerk, a Student Clerk fills 

the role assigned by the Judge 

What are the Judges’      

responsibilities related to 

the student? 

Judges are to work collaboratively 

with ESS to ensure wait times are 

communicated. Judges should   

utilize them to help with Curbside 

Buzzers and other equipment     

issues. 

A Student Clerk is to be treated as 

any other Clerk, with consideration 

and respect 

 

Who hires the student? Harris County Elections Presiding Judge 

Can the student use their 

phone in the Vote       

Center? 

Yes, to communicate with Harris 

County Elections staff as often as 

needed and to update wait times 

As with Election Workers, student 

Clerks are not allowed to talk on 

their phone in the Vote Center    

unless they are speaking to the 

Elections staff 

What “Work Type” do 

you use for students on 

the ePollBook? 

Election Support Specialist; enter 

all 9s for the “DPS ID” 

High School Student Clerk; enter 

all 9s for the “DPS ID” 

Be mindful to arrange break times and lunches for your students. 
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The Harris County EA Office will determine the necessary course of action and will advise 

the caller of the same. More information on allegations of wrongdoing can be found in the 

Appendix. 

. 

713-755-1617 

Press 01 for Early Voting Recruitment Team 

Press 02 for Election Day Recruitment Team 

 

The Harris County Election Administration (EA) Office Staff must be notified and consulted 

regarding any allegation of wrongdoing by an Election Worker or staff member. 

Please keep in mind, what looks professional may vary from person to person. 

 Athletic shorts 

Not Allowed: 

Flip flops 

T-shirts with profane or        

political writing/images 

Any partisan or candidate    

related items 

Plain t-shirts 

Comfortable shoes 

Jeans (no rips) 

Allowed: 

Non-athletic style 

shorts 

Polo-style shirts 

 Leggings 

The Dress Code for Harris County Election Workers is business casual. All   

workers should maintain good hygiene, and look professional and neat at all 

times. 

Dress Code 

Allegations of Wrongdoing 

G E N E R A L   I N F O R M A T I O N                            
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Voters may identify as a gender different than that which was recorded on their birth 

certificate. In many cases, Voters who are Transgender may not have updated their 

identification for a variety of reasons. Just as a differing address or similar name            

consideration, a Voter’s Identification can have a different gender indicated than what 

is presented at the time of voting. This is legal under Texas law and cannot prevent 

anyone from being able to vote. 

For a variety of reasons including the aging process, clothing, facial hair, or the   

wearing of makeup, people may not appear exactly as they do in their photo           

identification and this is normal. Voters who are Transgender are not doing anything 

wrong or deceitful. They have the same right to vote as anyone else and it is your   

responsibility to ensure they do so in a safe and respectful environment. 

 

Transgender Voters 

G E N E R A L   I N F O R M A T I O N                            

The Four Primary Languages spoken in Harris County and surrounding counties are 

English, Spanish, Vietnamese, and Chinese. The ePollBooks and Voting Machines 

have these four languages built in to allow Voters to confidently maneuver through 

the process and cast their Ballot. If a Voter needs additional over-the-phone          

translation services, the Judge can call Voter Services at: 

 

713-755-6965 

 

All Early Voting Locations are provided a Translation iPad set up with access to an 

online, live translation service. These Translation iPads are available by request on 

Election Day by calling: 

 

713-755-1617 

Option 09 

Languages & Translation Support 



 

 

Interpreters 
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Inspectors are appointed by the Secretary of State and are responsible to the Secretary 

of State (Sec. 34.001). 

• An Inspector must wear an identifying name tag or badge.  

• Inspectors must be permitted to observe all election activities performed by 

the Judges and Clerks.  

• An Inspector may not observe the preparation of the Ballot of a Voter not   

being assisted by an Election Worker. 

• An Inspector may not indicate by sign, symbol, word, or writing to any Voter 

how he or she should or should not vote. 

• Inspectors are not required to take an oath administered by the Presiding 

Judge.  

• The PJ should request identification from the inspector. Anyone purporting to 

be an inspector who cannot produce identification as an Inspector should not 

be permitted in the Vote Center.  

G E N E R A L   I N F O R M A T I O N                            

The voter may select an interpreter who is not the voter’s employer, an 

agent of the voter’s employer, or an officer or agent of a labor union to 

which the voter belongs (Sec. 61.0331).  

If a person is appointed to serve as an Interpreter by an election officer, 

the Interpreter must be a registered Voter of Harris County. However, 

even if an Interpreter is provided, a Voter may use an Interpreter of their 

own choosing.  

If a Voter cannot communicate in English, an election officer may        

communicate with the Voter in a language both understand.  

An Interpreter may interpret for any number of Voters. For each Voter, the 

Interpreter must take the Oath of Interpreter (Sec. 61.035). This oath can 

be found in the Forms Box and on the ePollBook. 

An Interpreter may not indicate by sign, symbol, word, or writing to any 

Voter how he or she should or should not vote. 

Election Inspectors  
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Poll Watchers 

PJ must do the following when a Poll 

Watcher arrives at the polling location: 

• Obtain Certificate of Appointment from 

Poll Watcher 

• Obtain Certificate of Completion of 

Training (must be a new training for each 

election, except a runoff) 

• Make sure Certificate of Appointment is 

completed (see below chart for 

requirements) 

• Require both the Poll Watcher and PJ to 

countersign the Certificate of 

Appointment 

• Administer oath 

• Keep certificates with other election 

materials 

A Poll Watcher MUST A Poll Watcher MAY A Poll Watcher may NOT 

Be a registered Voter of the 

territory covered by the election 

and complete the SOS training 

Observe all election activities at 

the poll 

Challenge a Voter’s right to be or 

vote at the Vote Center 

Communicate with Voters 

Be appointed by a candidate, 

political party, or a specific-purpose 

political committee 

Sit or stand close enough to 

observe the election activities 

Converse with Election Workers, 

except to identify irregularities 

and violations of law 

Present a certificate of appointment 

and a certificate of completion of 

SoS training to PJ upon arrival to 

Vote Center 

Identify irregularities and 

violations of law to a PJ, AJ, or 

Clerk, and, if referred to the PJ 

by a Clerk, must stop discussion 

with Clerk unless further 

discussion is invited by the PJ 

Record images or sound inside 

the Vote Center 

Indicate by sign, symbol, word, or 

writing to any Voter how he or 

she should or should not vote 

Display the ID the PJ provides to 

be worn in the Vote Center 

Take written notes Be denied free movement where 

election activity is occurring within 

the location at which the Poll 

Watcher is serving 

Disable any recording device while 

in the Vote Center 

Observe an election worker 

assisting a Voter with voting 

Observe a Voter voting or being 

helped to vote by a person of 

their choice  

G E N E R A L   I N F O R M A T I O N                            

Qualifications of Poll Watcher                 

(TEC 33.031-33.035): 

• Registered voter of the territory holding the 

election 

• NOT a candidate in the current election 

• NOT hold elective public office 

• NOT an employee of the Presiding Judge, 

Alternate Judge, or clerk of the polling 

location 

• NOT have been finally convicted of an 

offense in connection with conduct directly 

attributable to an election 

• NOT be related to the PJ, AJ, or Clerk of the 

Vote Center 

• May be related to the candidate the watcher 

is representing 



 

 

Limit on Leaving and Returning: During Early Voting, a Poll Watcher may serve 

during the hours they choose. On Election Day, a Poll Watcher may come and go 

after they have served for 5 consecutive hours. If the Watcher leaves before 5 hours 

of consecutive service on Election Day and then attempts to return, it is within the 

Presiding Judge’s discretion to allow them to return. Please note: If the Poll Watcher 

leaves the Vote Center area temporarily to use a cell phone or other wireless 

device, this temporary absence does not affect their 5 hours of continuous service. 

TEC 33.052-33.053. 

 

Limit on Numbers: Only two Poll Watchers from each appointing authority (political 

party, individual candidate, etc.) may be on duty at any one time at each Vote 

Center. TEC 33.007 

 

Disturbance: If a Poll Watcher violates the Texas Election Code in the presence of 

a Presiding Judge, Alternate Judge, or Clerk OR violates the Penal Code in 

anyone’s presence at the Vote Center, they may be removed. TEC 32.075 

Please consider providing a warning to the Poll Watcher first, documenting the 

warning, and consulting the County Attorney’s Office before removing a Poll 

Watcher. This information can also be found in your Forms Box. 

Poll Watchers 
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Electioneering, Loitering, & Media 

Neither Election Workers nor Peace Officers may enforce electioneering or loitering 

statutes outside the 100-ft distance marker.  

It is the duty of the Presiding Judge to prevent unlawful electioneering or loitering.  

Exit polling without electioneering is permissible outside the Vote Center but within 

the distance markers. However, the PJ has discretion to tell persons conducting exit 

polls to go beyond the distance markers if their activities are disruptive to Voters. 

A candidate seeking petition signatures may not do so within the 100-ft distance 

marker.  

Except for Poll Watchers or staff associated with the County, State, or Federal    

government, a person may NOT wear a badge, insignia, emblem, or name tag      

relating to a candidate or political party appearing on the Ballot within the 100-ft line. 

If a reporter arrives at your Vote Center, please contact the media line at               

713-205-3573. Let the reporter know that recording devices, including cameras, are 

not allowed inside the 100-ft mark (this includes inside the location). 

Revealing Voter Information 

It is unlawful for any person to electioneer or loiter within 100 feet of any public       

entrance to the Voting Center. The PJ ensures the 100 ft. markers are placed as 

required outside the Vote Center entrances (Sec. 61.003). 

No one connected with the conduct of the election may reveal any of the following             

information while the polls are open:  

1. The names of Voters who have or have not voted in the election. 

2. The number of votes cast that have been received for individual candidates and/or 

for or against propositions. 

3. A candidate’s position relative to other candidates in the tabulation of the votes or 

whether a measure is passing or failing.  

Judges must post information about the number of voters who have voted at two-hour       

intervals beginning at 9:30 AM and running through 5:30 PM. This requirement does not   

apply to Early Voting. This number can be found by pressing “Voter Count” on the main 

menu of any ePollbook at the voting center. 
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Judges must post information about the number of voters who have voted at 

two-hour intervals beginning at 9:30 AM and running through 5:30 PM. This     

requirement does not Early Voting. 

Emergencies in the Vote Center 
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Revealing Voter Information 

Once preparations for voting have begun, the PJ is responsible for the security of the 

Vote Center and must secure the location if it is left unattended (TEC 62.001). 

• Keep cell phone charged and important phone numbers within easy access. 

• Ensure you have quick access to the full physical address of the Vote Center 

in case you need to share it with emergency personnel. 

• Review location’s evacuation plan with all election workers. 

• If a Peace Officer or off-duty Police Officer is on staff at your location, find 

out who they are and how to contact them. They are trained for emergency     

situations. 

• In the event of an emergency, please call 911. 

• Calmly assess the situation and determine the best course of action. 

• Follow instructions of law enforcement and contact Harris County EA        

immediately. 

Emergency Evacuation: 

The PJ should review the evacuation plans for the Vote Center location and inform all    

election workers where to proceed in case of an evacuation. 

If an evacuation is necessary, the first priority is to get everyone out of the 

building in a safe and calm manner. Follow the instructions below based on the 

seriousness of the situation: 

A. In case of an emergency situation that is not dire, remain in location. If 

electricity is lost, call 713-755-1617 and choose option 05 to report. 

B. In dire emergency (must leave location), PJ and AJ take Controller, Scan, 

Ballot Box, and ePollBooks (including charging cables and bricks) with 

them and leave. 

G E N E R A L   I N F O R M A T I O N                            



 

 

Emergencies in the Vote Center 
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Primary Election Differences 

C. If an any emergency situation causes a relocation of the Vote Center, take 

all equipment to new location and continue processing Voters. Call             

713-755-1617, choose option 05 to report. 

 

To remove voting equipment from the Vote Center during an emergency evacuation: 

Scan/Ballot Box: 1. Unplug the Scan 2. Two Election Workers carry Scan/Ballot Box to 

evacuation area 

ePollBook: Take ePollBooks and the block charger/cord that are attached 

Controller: Unplug Controller and take to evacuation area 

Stay in contact with Harris County EA regarding how long you are outside the Vote 

Center. 

G E N E R A L   I N F O R M A T I O N                            

Voters who wish to vote in the Primary Runoff Election will be legally required 

to vote in the same party election as they voted in the Primary Election. 

Political Parties may choose the Presiding Judges. 

On Election Day, both political parties hold their elections in the same Vote 

Center. 

Election Workers from both political parties should work together to ensure 

Voters have a good experience. 

Presiding Judges must use the equipment labeled for their party’s election. 

Do not change equipment amounts unless specifically directed to do so by the 

Harris County EA. 



VOTE CENTER SETUP 
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The following pages show the voting equipment in context of a Voting Line. They do not   

represent the flow of a room and should not be used to determine Voting Line Setup.    

Notice what items sit on what tables, where Booths are, and what a completed Ballot Box 

setup looks like. The accompanying descriptions provide helpful information defining and 

clarifying each component. 

V O T E  C E N T E R  S E T U P 

Both the Early Voting Supply Cabinet and Equipment Caddy will arrive to your 

Vote Center in neat and organized fashions to help create a streamlined and       

effective setup process. When returning items and equipment, please replace  

everything in the same manner as you received it. Remember, not all equipment 

and supplies will be placed back inside these units; some will be returned during 

Supply Drop-off. 

Early Voting 

Equipment 

Early Voting             

Supply Cabinet 

Voting Equipment 



Duo: the machine on which a Voter will make 

their selections and print their Ballot 

Qualifying Table: the Table at which the 

Qualifying Clerk sits, Qualifies Voters, and 

prints Access Code Tickets 

ePollBook: this Tablet has multiple uses; to 

Qualify Voters, it can read certain IDs and will 

produce a Barcode the Scan requires to    

create an Access Code Ticket 

Controller: the machine that prints the      

Access Code Ticket, allowing a Voter to 

move forward down the Voting Line 

Barcode Reader: the Device that will read 

the Barcode produced by the ePollBook; it is 

connected directly to the Scan 

Extension Cord: a longer electrical cord that 

is provided, allowing the Voting Line to      

access electrical outlets nearby; it cannot be 

where Voters walk 

Accessible Booth: each Voting Line requires 

one Accessible Booth, just after the           

Qualifying Table; it is wider and shorter      

allowing for wheelchair or chair access 

Chair: next to each Accessible Booth 

should be a chair for any Voter who cannot 

stand while Voting 

Booth Signage: all Booths should be labeled 

with a colored, numbered sign indicating its 

place in the Voting Line 
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Voting Booth: the piece of Equipment 

that supports a Duo; it is tall enough to 

allow Voters to stand and vote easily; it is 

taller than an Accessible Booth 

Privacy Screens: screens designed to       

attach to both sides of a Voting Booth and 

the Ballot Box, ensuring Voters’ right to     

Privacy 

Curbside Table: the table on which the Duo 

Go sits charging while not in use; it should be 

located close to the door leading to Curbside 

Voting 

Duo Go: the piece of Equipment that houses 

a Duo and allows for Curbside Voters to 

Vote; it should have an ATI and headphones 

Audio-Tactile Interface (ATI): a device    

attached to the Accessible Duo and Duo Go 

(if needed) allowing Voters to move through 

the Ballot without touching the Duo screen 

Headphones: the ATI will utilize headphones  

for those who wish to have audio guidance 

while using the Duo 

Scan: the piece of Equipment on which the 

Voter casts their Ballot; they will feed their 

Ballot Paper into the machine and it will 

drop into the Ballot Box 

Ballot Box: the Box that will house all cast 

Ballots and Ballots fed into the Emergency 

Ballot Slot; it is locked throughout Voting 

Seal: a securing fastener utilized throughout 

the Vote Center to ensure equipment has not 

been tampered with; they are logged 

10 

11 

12 

13 

14 
15 

16 

17 

18 

30 
V O T E  C E N T E R  S E T U P 



Materials Preparation 
 

Early Voting:  

A. Unlock the Supply Cabinet using 

the keys the PJ received at Key 

Handout.  

1 

2 

 

Election Day: 

A. Break the green Seal on the 

Equipment Caddy. Remove the 

Equipment Caddy Seal Log from 

the Election Day Supply Box.  

B. Log the Seal Number on the 

Equipment Caddy Seal Log.  

C. Place removed Seal in the 

Equipment Caddy Seal Log 

envelope.  

 

A. Break the green Seal on the        

Equipment Caddy.  

B. Remove the Equipment Caddy 

Seal Log from the Forms Box.  

C. Log the Seal Number on the 

Equipment Caddy Seal Log. 

D. Cut seal number off and put in 

Equipment Caddy Seal Log   

Envelope. 

1 
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Green Seal 
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Set Up Tables, Plan Voting Line - EV & ED 

 

Set up tables for: Judges, Qualifying Clerk (1 per controller), 

Greeter’s material, Duo Go square card table:  

• Qualifying Tables are where Voters check in. They need to be 

where traffic flow allows Voters to move easily to the lines of Duos 

to Vote. Ensure there is also enough space in front of the table (60 

inches in circumference) and a 36-inch pathway to Duos for ADA 

compliance for Voters with specific mobility needs.  

• Judges’ Table should be in a place where the Judges can view 

the entire room. 

• Place Duo Go Table (square card table) at the end of a Voting 

Line with a power outlet.  

• All cords will be behind equipment. This is to avoid any 

obstruction hazards for the Voters.  

• Use the yellow extension cord if your location does not have 

electrical outlets conveniently located for your Vote Center.  

• Never use mats or tape to cover cords.  

V O T E  C E N T E R  S E T U P 

1 

The Presiding Judge assigns Poll Workers to do Vote Center Set Up jobs. Both Judges 

will work with the Clerks to accomplish all tasks.  
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Setting Up Booths - EV & ED 

Remove Duos and Black Booth Bags. The Accessible 

Booth Bags have a Red Handle.  

Early Voting - Leave the Ballot Box, Scan and Controllers 

in the Equipment Caddy until first day of Early Voting.  

Election Day - Leave Ballot Box and Controllers in        

Equipment Caddy until Election Day. Remember the Scan 

remains at Presiding Judge’s home until Election morning. 

Do not leave equipment in the vehicle when not present in 

the vehicle. 

Scan the QR Code above using 

your smart phone’s camera to 

access a helpful YouTube video 

showing how to Set Up a Booth. 
Completed Booth Setup 
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Setting Up Booths - EV & ED 

(Standard & Wheelchair Accessible) 

1. Place Booth table on a flat surface, table side down. This can be on the floor or a table. 

2. The legs of the Booth table should be facing up. Slightly lift outside legs. This allows room 

to slide the short legs from the bracket by pulling sideways holding onto the rubber feet. 

3. Unfold the attached legs on the Booth table by pulling on the Black Fabric Handle. Open 

legs all the way until they click in place. 

4. Attach the U-shaped leg, matching the cut side of one tube to the uncut side on the other. 

Press the metal buttons to lock it in place. 

5. Attach the front leg extensions by pressing the metal buttons. Lock each leg in place. 

Assemble Booths  

V O T E  C E N T E R  S E T U P  

6. Once all Booths have been built, undo the cables secured to the power kit on the         

underside of the Booth Table. Make sure all connections to the power kit are tight.  

7. Turn the Booth over and set in place so that the U-shaped leg of the Booth is in the back 

of the Booth, facing away from the Voter. 

8. Set up both the standard and assessable booths.  



 

Setting Up Booths - EV & ED 

9. Set up the Booth lines keeping extension cords and power cords behind the booths 

and planning for voter flow depending where the Entrance and Exit are at your        

location. Remember all cords must go behind equipment out of walk ways. 

10. Whenever possible, place Voting Lines in a way that people waiting their turn cannot 

see how Voters at Booths are Voting.  

11. Place the Accessible Booth at the beginning of each line, closest to Qualifying Table.  

12. At the end of one line, place the square Duo Go table. The Duo Go will be placed on 

this table to be used for Curbside Voting.   

Daisy-Chaining Booths & Duos - EV & ED 

Daisy-Chaining means to connect one machine’s source of power or data communication to 

another machine. A Daisy-Chain can have many connections. The Wheelchair Accessible 

Booth will eventually be plugged into a surge protector and Controller. Booths will be Daisy 

Chaining Power through an electrical cord. Duos will be Daisy-Chaining information to the 

Controller through a Verity Data Cable.  

 

Daisy Chaining Power 
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Power Kit 



1. Stand in front of each Duo Booth and reach 

under the Booth for the latch. Pull forward 

to put the latch in the unlocked position.   

2. Place the Duo on the Booth, handle facing 

you. Shift the Duo front to back or side to 

side to line up the footpads with the circular 

indentations in the Booth Table. Duos are 

heavy, about 33-lbs each. Have two people 

lift Duo into place, if needed.  

3. Once the Duo has settled into place reach 

under the Booth top and push the latch 

back to secure the Duo to the Booth. 

4. Repeat the steps until all of the Duos are 

on Booths and secured.  

 

1. Stand behind the last Booth in a Voting Line. You will see two (2) cables coming from 

the Power Pack under the Booth Table.  

2. Take the Three Pronged Power Cable and move over to the second to the last Booth in 

the line. 

3. Plug the Three Pronged Power Cable into the Power Pack’s left side, where the      elec-

trical outlet is. Take the Three Pronged Power Cable from the second to the last Booth 

and repeat these steps, moving toward the controller, until all of the Booths in the line 

have been Power Daisy-Chained. 

4. After you get to the first Duo in line, the Accessible Booth, you will plug the Three 

Pronged Power Cable for this Booth into the surge protector set up for the Qualifying  

Table. If the process was done correctly all the Booths are now able to receive power.  

5. The surge protector will be plugged into a wall outlet and turned on after the Duos have 

been installed onto the Booths. 

Secure Duos 
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Daisy-Changing Booths & Duos - EV & ED 



Stand behind each closed Duo and take the Round Plug Power Cable. This is the cable    

attached to the Booth the Duo is sitting on. Plug it into the back of the Duo (flat edge on top).          
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Daisy Chaining Booths and Duos - EV & ED 

Plug Power into Duos  
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Daisy Chaining Booths and Duos - EV & ED 

Daisy Chaining Verity Data Cable 

1. Stand in front of each Duo. Open them using the two latches on either side of the 

handle. 

2. Once the Duo is opened, you will see the locked Tablet and a blue plastic panel 

with a locked keyhole. To the right of the locked keyhole is a removable panel. 

Open the panel and remove the Verity Data Cable inside. Replace the panel.  

3. Close the Duo and place the Verity Data Cable on top of the closed Duo. 

Note: A Key is not required to open the panel. 

Verity Data Cable 



Daisy Chaining Booths and Duos - EV & ED 

4. Once Verity Data Cables are on top of the closed Duos, choose one line and stand behind 

the Duo farthest from the Qualifying Table. 

5. Take the Verity Data Cable laying on top of the closed Duo and choose either end, both 

ends are identical. Insert it into either of the two Blue Verity Data Cable ports on the Duo 

in front of you. The Verity Data Cable ports have a dust cover which you may need to 

slide over to move them out of the way.  

6. Take the free end of the now inserted Verity Data Cable and plug this end into either of 

the Verity Data Cable ports of the next Duo. 

7. Repeat steps 5 and 6 until all Duos are Daisy Chained together. You will have one free 

end of the Verity Data Cable coming from the Duo closest to the Qualifying Table, which 

will plug into the Controller the first day of Early Voting or on Election Day. 
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 1 2 3 



Set Up the Duo Go - EV & ED 

Turn the Duo Go face down and  

attach the Charging Cable to it. 

Then plug it into the electrical 

source.  

Place the Duo Go on the Curbside 

Table, which should have been 

set up at the end of one of the 

Duo lines.   

Confirm that the Orange Status 

Light inside the Duo Go at the top 

left of the Printer Bar is on. 

Remove the Duo Go and Charging Cord from Box. 

The Curbside Table should be next 

to the last Duo in the line near a 

power outlet or with an extension 

cord or surge protector running to 

it. The cords MUST go behind the 

Equipment.  
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Connect ATI Device - EV & ED 

From the Tech Accessories Box remove the Audio Tactile Interface (ATI) devices and a 

headphone set for each. 

 

Plug a headphone set into each of the ATI headphone jacks. The outlet is found on the 

top left port of each ATI where you see the symbol for headphones. 

 

Plug one ATI into the first Duo (on the Wheelchair Accessible Booths) on each Line by        

connecting the blue USB plug into the corresponding USB port on the back of the Duo 

next to the red power button. You’ll need to slide the port dust cover up to access the 

ATI port if it’s not visible. Place the ATI in the Booth Cradle on the right of each Duo. 

 

Set the remaining ATI and headphones on the Duo Go Table to be used if a Curbside 

Voter needs it. 

2 

3 

4 

Plug ATI into Duo here Plug ATI into Duo Go here 

V O T E  C E N T E R  S E T U P 

1 



Open the Duo using the latches on either side of the handle. Open the lid and push the metal 

hinge back to secure it. Then: 

Insert Blue key into locked keyhole to the 

right of the secured Tablet. Turn the key to 

the unlocked position; leave it in the keyhole. 

In unlocked position, move latch to the left 

of the Tablet up, freeing the Tablet. 

Remove the Tablet by 

lifting up and forward. 

Dock the Tablet in the Cradle,    

securing the connection. 

Tilt the Tablet back. 

Turn the key back into the locked position 

and remove it from keyhole. 

Prepare for Duo Power Test  

1 

2 

3 

4 

5 

6 
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The power-on process for 

the Duos, Controllers, and 

Scan takes 4 ½ minutes for 

each machine. Do not be 

alarmed when the screen 

doesn’t turn on                 

immediately or when the 

screen goes dark twice  

during the power on        

process. 

Prepare for Duo Power Test - EV & ED 



Conduct Duo Power Test 
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1. All Duos are open in preparation for the Duo Power test. Plug the surge protectors into 

the electrical outlets. If the surge protector light is not on, use the toggle switch on the 

end of the surge protector to turn it on. Now all the Duos should be getting power.  

2. Using the instructions above, prepare all Duos to be powered on. 

3. Once prepared, press the Red Button on the back of each Duo. If the Booths are       

powered on correctly, you will see an icon of a green electric plug, in the bottom         

right hand corner of the screen. 

4. For Duos that have not powered on after the minute wait period, inspect all cables.       

You can refer to the troubleshooting section in the manual for more information. 

5. Once you have correctly completed the Duo Power Test, power down all Duos, undock 

them, secure them once again, close the lids, and unplug the surge protectors from the 

electrical outlets.   

6. Attach the Privacy Screens to each Booth on either side of the Duo. 

7. Double check that all cords are organized and behind the Equipment. Cords can not be in 

any pathways. Priority must be given to voter safety and Americans with Disability Act 

(ADA) compliance.  

Prepare for Duo Power Test - EV & ED 

V O T E  C E N T E R  S E T U P 



Set Up ePollBooks & MiFis - EV & ED 

1 

2 

3 

4 

All ePollBooks and 

Translation iPad, if 

provided 

All Orange and 

Blue ePollBook 

Stands 

Charging cables, 

charging blocks and the 

black extension cord, if 

needed 

MiFi and charger 

The iPad designated for Translations has a 

green stripe on it. It is supplied to EV 

locations and by request for ED. It is placed 

on the Judge’s Table. 

Do not plug the ePollBook charging cables 

directly into the USB slot on the surge 

protector. It will not keep the ePollBook fully 

charged. Use the provided charging blocks. 

Keep the ePollBooks plugged in and 

charging all day. 

From the Black ePollBook Case (found in the Equipment Caddy for Early Voting and received 

at pick up for Election Day), remove the following: 
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 1 

 2 

3 

3 

3 

4 

Some locations will receive an MP-70 WiFi 

device to boost ePollbook signal. If you re-

ceived one, do not use the MiFi, instead use 

the MP-70. 



Set Up ePollBooks and MiFis - EV & ED 

 

Set up all ePollBooks: 

• Place ePollBooks on ePollBook stands.  

• Set one ePollBook on each Qualifying Table 

and one on the Judge’s Table.  

• Connect a charging cable to each ePollBook. 

• Connect the other end of the charging cable 

into a charging block.  

• Connect the charging block to the surge    

protector.  

• Do Not turn on the ePollBook until the MiFi 

has been powered on. 

 

Set up the MiFi (or MP-70, if provided) 

• Turn on MiFi by following the instructions on 

the MiFi power cord. 

• The MiFi must be turned on before the    

ePollBook or they will not connect. 

• Plug the MiFi into the wall or surge protector 

after it has been turned on. 

• If you were given an MP-70, set that up      

instead of the MiFi.  

 

Turn on the ePollBooks by tapping the round Home  

Button on the right middle of the screen.  

 

Log in to each ePollBook.  

Early Voting - passwords are in the Supply Forms box. 

Election Day - passwords are printed on the white                  

             Judge’s Envelope. 

 

For Early Voting Call 713-755-1617, prompt #05 for the 

Tech Line to confirm you are online.  
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If tables are present and room is large enough, you can place the Poster Boards on a table 

leaning against the wall. “Sticky tac” is provided for wall placement. Five areas of adhesion is 

recommended, four corners and the center. Only use a pea sized ball of “sticky tac”. 

Blank Poster Boards will be delivered with your Equipment Caddy. 

These are for use if your location does not allow or have sufficient 

space to place notices on walls using small pea size ball of “sticky tac”. 

The Poster Board Signs will hold the following required notices: 

      Voter’s Rights Information                          Notice to Voters with Disabilities 

      Voter’s Complaint Information                             Notice of Prohibited Devices 

      Notice of Voting Order Priority                             ID Required for Texas Voters 

In addition, posted on the wall will be the following  

required notices: 

• 3 sample Ballots (English/Spanish, English/

Vietnamese, English/Chinese) 

• Notice to Voters with Disabilities (bottom posted   

4 feet from ground so a Voter in a Wheelchair    

can read it) 

• Directional and/or ADA directional arrows where 

needed 

Notices / Signage Setup - EV & ED 
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For Early Voting, place the following items on a table easily accessible by the Greeter. 

Forms are in the Election Forms Box. 

 Laminated Acceptable Forms of ID, List A & B 

For Early Voting, green scratch paper is provided on the top shelf of the Supply 

Cabinet. Voters can use this to copy their choices from their electronic device. It 

can also be used as a place holder for curbside Voters or Voters who need to wait 

while seated. 

 

Place the following items on the                            

Qualifying Table: 

   

 Pens 

 Acceptable Forms of ID List 

 Statement Of Residence Forms 

Organize Materials for Early Voting 

Each Supply Cabinet will receive an ADA Signage manila 
envelope containing: 

 

•  2 Up Arrows 

•  2 Right Arrows 

•  2 Left Arrows 

•  1 Passenger Loading Zone 

•  1 Voter Parking 

•  1 Van Accessible  



Have workers complete green paper Timesheets. 

Follow directions regarding Faxing/Emailing Timesheets. 

Input time in the ePollBook: 

A. From Main Menu, go to Judge/Clerk Attendance. 

B. You can add a new Poll Worker by selecting the green “PRESS TO ADD     

ELECTION WORKER” button on the bottom left corner and fill in the screen    

that appears. When finished press “accept”. 

C. If the Poll Worker is already in the system, start the process of clocking in/out 

by entering the last four digits of the Worker’s Social Security Number in the 

box at the top right corner of the screen and fill in the screen that appears. 

1 

2 

3 
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Personnel Tasks - EV 
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Place the following item on a Table easily accessible by the Greeter. Forms are in the 

Judges Supply Box. 

 Laminated Acceptable Forms of ID, List A & B 

 

Place the following items on the  

Qualifying Table: 

 

  Pens 

  Acceptable Forms of ID List 

  Statement Of Residence Forms 

Organize Materials for Election Day 

Each Supply Cabinet will receive an ADA Signage manila 
envelope containing: 

 

•  2 Up Arrows 

•  2 Right Arrows 

•  2 Left Arrows 

•  1 Passenger Loading Zone 

•  1 Voter Parking 

•  1 Van Accessible  



Have workers complete compensation forms. 

Input time in the ePollBook: 

A. From Main Menu go to Judge/Clerk Attendance. 

B. You can add a new Poll Worker by selecting the green “PRESS TO ADD      

ELECTION WORKER” button on the bottom left corner and fill in the screen    

that appears. When finished press “accept”. 

C. If the Poll Worker is already in the system, start the process of clocking in/out by 

entering the last four digits of the Worker’s Social Security Number in the box at 

the top right corner of the screen and fill in the screen that appears. 

1 

2 
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Personnel Tasks - Election Day 
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1. Remove White Return Envelope and Supply Cabinet Seal Log. 

2. Place Elections Forms Box and clear plastic Supply Tub back in Supply Cabinet.  

3. Move the MiFi to the Supply Cabinet, keeping it plugged in to charge and powered on          

(cord will fit through small spaces in the cabinet).  

4. Make sure Poll Workers have entered their time in ePollBook and on green timesheets. 

5. Put all three ePollBooks & Translator iPad to sleep by quickly clicking button on top left 

corner once. Do Not ever turn the ePollBook all the way off. 

6. Move all ePollBooks to Supply Cabinet, keeping each plugged in to charge (wires will fit 

through small spaces in the Cabinet).  

7. Take two green Seals from the seal bag.  

8. Use one of the green Seals to seal the Equipment Caddy. Log the Seal Number on 

Equipment Caddy Seal Log and place log in the Work Folder.  

9. Record the remaining green Seal Number on the Supply Cabinet Seal Log and place the 

log in the Work Folder.  

10. Place completed Checklist in the Work Folder and place the Work Folder in the Supply          

Cabinet. 

11. Lock the Supply Cabinet, top latches and bottom pad lock. 

12. Use the second green Seal to seal the Supply Cabinet. Seal goes through the lock’s 

eyelet. 

13. Make sure the Duo surge protectors are unplugged from the electrical outlets. 

14. Make sure the Duo Go is plugged into an electrical outlet or plugged into a surge       

protector that is not connected to the Duo booths.  

15. Close and lock location; take your equipment keys with you. 

If you find it difficult to locate or press the ePollBook 

sleep button, peel back the protective case on the    

corner where the button is located. Reposition the 

case when done. 

Prepare for Departure - EV 



1. Make sure Poll Workers have entered their time in ePollBook and on the compensation form. 

2. Put ePollBook to sleep by clicking the button on the top corner, make sure screen goes dark. 

Do Not ever completely power down the ePollbook. 

2. Unplug the ePollBook and the MiFi. 

3. Power down the MiFi. 

4. Place the ePollBook, MiFi, and chargers in the ePollBook case. 

5. Make sure all Duos are closed and properly Daisy-Chained. 

6. Make sure Duo surge protectors are unplugged from the electrical outlets.  

5. Take one green Seal from the Judge Supply Box. 

6. Get the Equipment Caddy Seal Log from the Judge Supply Box. 

7. Log the Seal Number on the Equipment Caddy Seal Log.  

8. Place the Equipment Caddy Seal Log in the Work Folder and place in the Judge Supply Box.  

9. Put the Judge supply box in the Equipment Caddy.  

10. Using the Green Seal, seal the Equipment Caddy. 

11. The Presiding Judge takes the ePollBook case home, with all ePollBooks inside. 

Close and lock location; take your Equipment keys with you.

If you find it difficult to locate or press the ePollBook sleep button, 

peel back the protective case on the corner where the button is      

located. Reposition the case when done. 

Remember to check before you leave the location: 

• Is the Duo Go set on the Duo Go Table plugged in so it is charging overnight? 

• Are the Wheelchair Accessible Booths set up closest to the Qualifying Table? 

• Are the Duos locked onto the Booths, with Tablets inside and cases closed? 

• Are the Duos daisy-chained and the surge protectors detached from the electrical   

outlets? 

• Are the Controllers and Ballot Box still in the Equipment Caddy waiting to be set up 

Election Day? 

Please remember to bring a charger for the personal 

cell phone you will be using during the election. 
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Prepare for Departure - ED 



OPENING THE VOTE CENTER 



Opening the Vote Center  

Call the Elections Office immediately if you cannot get into the building or the 

room, have electrical problems, or experience other major issues. 

713-755-1617  

Option 07 
Early Voting Only:  A Constable should arrive at your Polling Place on the first 

day of voting. Call the EA Office immediately if the Constable does not arrive 

by 6:30 AM.  

1 
Location must be ready to accept Voters by 7:00 AM. Arrive by 

5:30 AM on the first day of Early Voting (EV) and on Election 

Day (ED). Do not process Voters until 7:00 AM. 

2 
Begin setting up the Vote Center immediately upon arrival of 

the Presiding Judge. Be sure to open polls before 7:00 AM to 

ensure the Equipment is functioning correctly.  

 

4 
Judge’s cell phones must remain charged with the ring volume 

turned up. This ensures we can reach you with questions. Cell 

phones may only be used in Vote Centers when conducting 

official elections business.  

3 

The Constable should arrive by 6:30 AM on the first day of 

Early Voting. Call 713-755-1617 and send a Handy Message 

through the ePollBook to confirm the Constable's arrival.  
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Please contact the Elections Office immediately if any 

of these items are NOT completed by 6:45 AM.  

Opening the Vote Center 

5 

Ensure the Judge's table is set up with Election Forms and 

Documents.  

6 

 

Ensure the ePollBooks are online and charging. 

7 

Have all Controllers, Duos, and Scan(s) on and ready to  

accept Voters.  

Send the "Polls Open" Handy Message through the    

ePollBook to confirm that the Vote Center is ready to     

accept Voters.  

8 
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When we send a Handy Message, the 

Envelope will shake and the number of new 

or messages will show in a red circle.  

  

1. Tap on the Envelope. 

2. Tap on the message with the blue dot 

to read the entire message.  

To Access                    

the Message 

 

 

Remember Keep an eye on the Envelope Icon, the 

Elections Office may send notifications 

through the ePollBook throughout the day. 

1. Click on the Envelope in the upper right corner of ePollBook. 

2. Choose a Message (pre-composed for your convenience).   

Sending a Handy Message  
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1 Remove Seals from the Supply Cabinet and Equipment 

Caddy (EV) or just Equipment Caddy (ED). Record Seal     

Numbers on the Supply Cabinet and/or Equipment Caddy 

Seal Logs. 

Get Election Work Folder and remove the Open Polls 

Checklist. Follow the Checklist. 

3 

2 
Unlock the Supply Cabinet (EV) and open the Equipment  

Caddy (ED). 

Remove the Barcode Readers from the Tech       

Accessories Box and place them on the Qualifying        

Tables.  

5 

Remove the White Election Forms Box (EFB) and 

Clear Plastic Supply Box from Supply Cabinet 

(EV), or the Judges Form Box from the Equipment 

Caddy (ED). Place them on the Judge's Table.  

4 

Prepare Location 

6 
Remove the MiFi, ePollBooks, ePollBook stands, and 

chargers from the Black ePollBook Case locating in 

the Equipment Caddy.       
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Prepare Location 

Place one ePollBook on the Judge's Table.  For EV, 

also place the Translation iPad on the Judge’s Table. 

ED does not receive Translation iPads.  

8

7 
Attach ePollBooks to ePollBook Stands and place 

one on each Qualifying Table. 

Place the MiFi where it has the best signal 

and can be plugged in to a power source. 

 9 

Click the Home Button to open the ePollBook App.       

Repeat for all available ePollBooks.  

10 

Log in to each ePollBook. On the home page of the MiFi, 

check to see that each ePollBook is connected to the MiFi.  

11 
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Judge 

Organize Materials and Prepare Judge’s Table: 

For Early Voting remove the White Return Box from the top shelf  of the Supply    

Cabinet. For ED remove Envelopes 1-6 from the Judges Supply Box in the Equip-

ment Caddy.ED

Set these items on the Judge’s Table. 

For EV, use the White Return Box to hold all return   

Envelopes provided.  

Required by Law: Every Ballot must have 

the Election Administrator’s (EA) Initials 

(EV), or the Presiding Judge’s Signature 

(ED), affixed at the bottom left edge of  

Ballot Paper, on the side with the Black  

Arrow pointing up. The EA Initial Stamp for 

EV is in the Clear Supply Box. 

Stamping or signing enough Ballots for 20 

Voters is recommended to avoid Excessive 

Ballot   Spoiling Documentation at the end of 

the day. Stamp or sign more Ballots as   

needed; however, the amount of prepared 

Ballot Paper is at the Presiding Judge's     

discretion.  

Prepare Location 

A. Open one package of Ballot Paper, 

found in a Clear Plastic Box at the 

bottom of the Supply Cabinet (EV),   

or received at Supply Pick-up 

(ED).  

B. Set stamped or signed Ballot     

Paper on the flat surface of the 

open Controller so the Qualifying 

Clerk may provide it to Voters.  

Prepare Ballot Paper: 

A. Assemble Voting Booths. 

B. Place Duos on Voting 

Booths to prepare for the   

Power Test. 

Clerk 

Prepare Booths and Duos: 
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Prepare Location 

Curbside & Distance Markers: 

A. Place the Curbside Voting Buzzer outside 

and test the receiver inside. 

B. Inform the Presiding Judge immediately if 

the Curbside Voting Buzzer system is not 

working correctly.  

C. Determine and indicate the 100-ft line    

utilizing provided Signage. 

IMPORTANT NOTE 

If the Curbside Voting Buzzer 

needs repair, the Presiding Judge 

must contact the ADA 

Coordinator for buzzer repair or 

replacement. An Election Worker 

must remain posted at the 

Curbside Voting Station until the 

Buzzer issue is resolved. The 

ADA Coordinator contact number 

is 713-755-6965. 

1 

2 

4 

Clerk 

Judge-EV 

Remove the following items from the Election Forms Box (EFB) and place them in the 

Return Box: 

A. Work Folder (Brown Expandable Folder on the third shelf of Supply 

Cabinet). 

B. Early Voting Daily Reconciliation Envelope found in section 5 of the EFB.  

C. The List of Provisional Voters. 

D. Week 1 Time Sheets Envelope (section 2 of the EFB). 

Retrieve the sticky SRD labels from the EFB, write the date on the label, stick it to the 

Early Voting Daily Reconciliation Envelope and place the Reconciliation Envelope in 

the Work Folder (this will be done daily with a new Envelope). 

Remove the form "List of Voters who have Voted Using a RID" (section 15 of the 

EFB) and put it on the Judge’s Table. 

Ensure all legally required signage and ADA remedies are in place, indoor and 

outdoor. 
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3 



1 

2 

3 

4 

Prepare Location 

Remove Envelopes 1-6 from the Judge Supply Box and place on the Judge’s 

Table to use throughout the day. 

Remove the Affidavit of Provisional Voter Instructions from the Judge’s Supply 

Box and place on the Judge’s Table. 

Remove all Forms from section 3 of the Brown Accordion Folder in the Judge 

Supply Box  -  place ALL Forms on the Judge’s Table, including: 

A. Record of Election Day Ballot Box Seals 

B. Register of Spoiled Ballots 

C. Envelope for Device Reports/Tapes 

D. Oaths for Assisting Voters 

E. Reconciliation Log 

F. List of Voters indicated as ID Voters 

G. Curbside Carrier Envelopes 

Place one Curbside Carrier Envelope on the Curbside Table with the Duo Go. 

Ensure all legally required signage and ADA remedies are in place, both indoor 

and outdoor. 

Judge-ED 
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5 

                             Important 

For both Election Day and Early Voting, ensure all Election 

Workers - including both morning and evening shift         

Workers - have been administered the required Oath(s) of    

Officers of Election (see Appendix page 170). 



Set the Controllers on the Qualifying Table near the    

ePollBook (one ePollBook per one Controller).  

Open the Controller case by pulling the top of the 

latches towards you, then lift the bottom of the latch 

to raise the lid to the open position.  

In the upper right section of the case is a blue     

storage compartment; press the latches to remove 

the compartment cover. This compartment cover is 

not locked. 

In the presence of the Alternate Judge, the Presiding Judge will break the Seal on the Equipment 

Caddy, log the Seal Number in the Equipment Caddy Seal Log, then remove the following    

Equipment from the Equipment Caddy:  

A. Controllers (Machines labeled "C" near the handle)  

B. Ballot Box  

C. Gray Ballot Bag 

D. Scan (Machine labeled "S" near the handle)  

Preparing Controllers: 

Always verify there is a different color Tape in each 

Controller—for example, White Tape to the White Line, 

Pink Tape to the Pink Line.  

1 

2 

3 

Prepare Voting Equipment 
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Prepare Voting Equipment 

Once the Controller is open, remove the Power 

Pack and Power Cable from the blue storage 

compartment to the right of the Tablet. 

Loosen the brace to lower the Controller Lid.  

Never tilt the Controller, Duo or Scan by the handle while cables are connected—

this can damage the cables where it connects or cause damage to the device itself. 

4 

5 

Plug Verity Data Cable from Duo closest 

to Controller into one port on the back of 

Controller. 

7 

Connect the Power Plug to the Power Pack, 

then connect the Power Pack to the back of the 

Controller (flat side of the plug facing up).  
6 

6 
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10 

Prepare Voting Equipment 

Re-open the Controllers and lift the latches on either side of the handle. Open the 

Lid and push the metal hinge back to secure it. Then: 

A. Insert the blue key in the locked keyhole to the right of the secured Tablet. 

Turn the key to the unlocked position; leave it in the keyhole.  

B. In the unlocked position, move the latch on the left of the Tablet upward,   

freeing the Tablet.  

C. Remove the Tablet by lifting up and forward. 

D. Firmly dock the Tablet in the cradle, securing the connection. 

E. Tilt the Tablet back. 

F. Turn the key back into the locked position and remove it from the keyhole. 

G.  Insert the Three Pronged Plug into the nearest surge protector. 

A green light should illuminate on the Power Pack and on the right side of the open 

Controller when AC power is present. 

8 

9 

  Connect a Barcode Reader to the USB connection to the right base of the Controller.  
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Press the Red Button on the back of the Controller to Power It On.  11 

12 

Prepare Voting Equipment 

Repeat for the second and other Controllers, as supplied.  

Once Controller is Powered on, it will automatically 

print the Power-on Self Test Report.  

A. If the Report indicates anything "Failed," call 

the Tech Line, 713-755-1617, option 05. 

B. Opening should be continued while a Judge is 

on the Tech Line. 

The Power-on Process for the Duos, Controllers, and 

Scan takes 4 ½ minutes for each machine. Do not be 

alarmed when the screen doesn’t turn on immediately, or 

goes blank several times. 

Do not turn on the Duos before the Controller is fully 

booted up!  
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Scan the QR Code above 

using your smartphone's 

camera to access a 

helpful YouTube video 

showing how to set up a 

Controller. 



Prepare Voting Equipment 

Preparing the Ballot Box: 

Position the folded Ballot Box with the nylon handles on the side, and the “Pull to 

Set Up” labels facing up. 

Unlatch the four clips (two on each side). 

Pull open the Ballot Box as shown.  

 

 

Push side panels outwards until they are flat, being careful not to pinch your hands 

or fingers. 

Lower the Bottom Panel, but do not press down. 

Release the Lid by unhooking the 3 elastic straps at the bottom of the folded Lid. 

Lift the Lid while gently pulling upward and outward, ensuring that the double 

hinge is fully extended. 

Lay the Lid across the top of the Ballot Box and then press it down; do not force it. 

Unlock the Judge’s Lock on the right side of the front door with the Judge’s Ballot 

Box key. 

Press firmly on the bottom panel to lock it in place. 

Place the Ballot Box near the exit door so that Voters can easily see it and scan 

their Ballot as they exit the Vote Center. Make sure there is an outlet within six  

feet of the Ballot Box so that the Scan may be plugged in once set up. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 
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Prepare Voting Equipment 

Preparing the Scan and Ballot Bag: 

Place the Scan on the top of the Ballot Box by fitting the five round foot pegs into the 

round foot peg holes on the top of the Ballot Box. The handle on the Scan must face the 

front of the Ballot Box. 

Reach inside the Ballot Box and pull the White String down and away from yourself to 

lock the Scan in place. 

Retrieve the Gray Ballot Bag from the Supply Cabinet. The Ballot Bag should be          

unzipped, opened, and the metal legs inside folded down and secured under the Velcro 

Strips on the bottom. Place the Ballot Bag tightly to the back left corner inside the Ballot 

Box.  

Locking the Ballot Box: 

Early Voting - Presiding Judge and Constable together lock the front Ballot Box Door.   

The Constable locks the top lock. The Presiding Judge and the Alternate Judge together 

lock the side lock and the back door lock. 

Election Day - Presiding and Alternate Judges together lock front and back doors. 

The Presiding Judge, in the presence of the Alternate Judge, will break the Seal on the 

Scan handle and open the case.  

The Yellow Chain of Custody Form will be inside the Scan for Early Voting. An orange 

Chain of Custody Form will be inside the Scan for Election Day.  

1 

2 

3 

6 

5 

4 

Fill out the Chain of Custody Form “first morning prior to opening” section before    

opening the Vote Center. Remember to verify the Serial and Seal Numbers on the 

Scan by comparing them to the corresponding numbers listed on the Chain of Custody 

Form. 

Sign the verified Chain of Custody Form and place it into the Work Folder until the Last 

Day of Early Voting, or the End of the Day for Election Day, when you will use the Form 

again. 

The PJ and AJ together complete the following:  

1 

2 
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Prepare Voting Equipment 

If the serial or seal  number do not 

Get three Red/Orange Seals from the Ballot Box Seal Envelope. 

Seal the front door of the Ballot Box.  

Seal the back door of the Ballot Box.  

Seal the Emergency Slot on the Ballot Box. 

Log all three Seals on the Ballot Box Seal Log. 

Put the Ballot Box Seal Log in the Work Envelope. You will verify the Seals daily during Early 

Voting. 

Judges: Seal the Ballot Box 

1 

2 

3 

6 

5 

4 
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Prepare Voting Equipment  

Scan: 

Open the Scan case by pulling the top of the  

latches towards you, then lift the bottom of the 

latch to raise the lid to the open position. 

In the right section of the Scan case is a blue   

storage compartment; press the latches and      

remove the compartment cover (this compartment 

is not locked). 

Once open, remove the Power Pack and Power Cable from the storage compartment. 

 

Close the compartment, and close the Scan case. The Scan case should be closed 

when connecting the cords. 

 

Connect the Power Cable to the Power Pack, and then plug the Power Pack into the 

back of the Scan (flat side up). 

Open the Scan case and lock the Lid brace in place. 

 

Unlock, Unlatch, and Remove the Tablet.  

 

Seat the Tablet into the Cradle, tilt it back, and lock it in place using the Judge’s key. 

 

Ensure light Purple Tape has already been loaded into the Scan printer. 

 

1 

2 

3 

4 

5 

6 

7 

8 

9 
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Place some of the "I Voted" stickers on the Ballot Box to the 

right of the Scan ("I Voted” stickers are in a  Ziplock bag on 

the third shelf of the Supply Cabinet).  

Prepare Voting Equipment 

Plug the Power Cable into AC Power; a green light should illuminate on the Power Pack 

when AC Power is present. 

 

A green light should illuminate on the right side of the Scan when the tablet has been 

properly docked. 

 

Press the red Button on the back of the Scan to power it on. 

 

Once Scan is Powered-on, it will automatically print the Power-on Self-Test Report. If the 

Report indicates anything "failed", call the Tech Line, 713-755-1617 option 05. 

10 

11 

12 

13 
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Prepare Voting Equipment 

Scan the QR Code above using your 

smartphone's camera to access a 

helpful YouTube video showing how 

to set up a Ballot Box and Scan. 
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Prepare Voting Equipment 

Clerks will open all the Duo cases. 

Dock the Tablet in the Cradle, tilt it back, and lock it in 

place using the Judge’s key.  

Plug the surge protector into an electrical outlet.  

Verify that a green light is illuminated on the right side of 

the Duo. 

One person should turn on all Duos by pressing the red 

button. Four and one-half minutes after the last Duo is 

turned on, check that all Duos are fully on, as indicated by 

a green Duo icon on the Controller screen. 

The Duo screen will display a Power-on Self Test report during the Power-on process.  

Preparing the Duos: 

Any hardware or connection issues will be highlighted in yellow; if any problems are 

noted, check connections and restart the Duo by pressing the Red Power Button on the 

back of the Duo. 

1 

2 

3 

4 

5 

6 

7 
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Prepare Voting Equipment 

Power on the Duo Go by pressing the Power Button inside the case, which is next to 

and on the left of the printer.  

Keep the Duo Go plugged into power. The Duo should remain plugged into power 

when it is not being used, including overnight.  

Preparing the Duo Go: 

Affixing Booth Numbers 

Using the tie wraps and laminated Booth Numbers, hang one laminated 

Booth Number on the front of each Duo.

Match the color of the numbers to the Tape Color in the Controller attached to 

the Booths. 

Place the #1 Booth Number on the Duo closest to the Controller and continue 

in numerical order down the line of the Duos.  

Repeat for all lines of Duos. 

1 

2 

1 

2 

3 

4 
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Prepare Voting Equipment 

Assigning Booths: 

Once the Duos are powered on, with one person at the Controller to confirm the Duo 

assignments and one person to assign numbers to the Duos: 

On the touchscreens of the first two Duos, select the numbers that will be       

assigned. Start with 1 on the Duo closest to the Controller.   

The person at the Controller will verbally confirm that the Booths have been assigned. 

 

Repeat this, two Duos at a time, until all Duos have been assigned. 

1 

2 

3 
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Prepare Voting Equipment 

Print Zero Reports: 

For each Controller and Scan: 

Select "Print Zero Report" on the touchscreen.  

 

 

 

 

 

 

 

 

1 
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Prepare Voting Equipment 
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2 

3 

Using Zero Reports, verify that the Ballot Counter total on the Zero Reports is zero 

and enter it in the Reconciliation Log.  

If it is not zero, call the Tech Line at 713-755-1617, option 05. 

Verify that the Poll Code on the reports is correct. If it is not correct, call the Tech Line.  4 



77 
O P E N I N G  V O T E  C E N T E R  

Verify that the clocks in the bottom left corner of each screen display the correct time. If not 

correct, call the Tech Line at 713-755-1617, Option 05. 

Anytime before 7:00 AM, select “Open the Polls” on the touchscreen.  

1 

2 

Prepare Voting Equipment 
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Enter the Open Polls Password:  

Early Voting - Found in the Elections Forms Box in the Judge’s Folder. 

Election Day - Found on the front of the Judge’s Envelope. 

Select "Accept”; the Open Polls Reports will automatically print. 

Place the Power on Self Test Reports, Zero Reports, and Open Poll 

Reports in the Reconciliation Envelope for Early Voting, in the white 

Envelope for Device Reports/Tapes. 

3 

4 

Prepare Voting Equipment 



PROCESSING VOTERS 



80 
P R O C E S S I N G  V O T E R S  

Voter Assistance 

 

 

 

 

An eligible voter is entitled to receive 
assistance from a person of their 
choosing, so long as that person is 
eligible to provide assistance under 
Section 208 of the Voting Rights Act, and 
that assistance is not limited to marking 
or reading the ballot or otherwise limited 
to conduct that occurs in the voting 
booth. 

A Voter may be assisted by: 

• Any person the Voter chooses who is 
not an Election Worker (exceptions 
listed below) 

   
• Or Two Election Workers 

 

 

 

• their employer 

• an agent of their employer 

• an officer or agent of their union 

A Voter may NOT be assisted by: 



Voter Assistance 
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 Voter Assistance Oath 
 

A non-Election Worker assisting the Voter must take  

an oath that he or she will not influence the Voter’s vote 

and will mark the Ballot as the Voter directs. Assistants 

are required to read the entire ballot to the Voter unless 

otherwise requested. 

When Voter Assistance occurs: 

• If Election Workers assist, Poll Watchers and Election Inspectors may observe the 

voting process 

• If person of Voter’s choosing assists, no one else may watch the Voter vote. 

 

In Voter Assistance, the person assisting the Voter CANNOT: 

• Try to influence the Voter’s vote 

• Mark the Voter’s Ballot in a way other than the way they have asked 

• Tell anyone how the Voter voted 

 

Examples of providing assistance that do not fall within “Voter Assistance” under 

the Election Code: 

• Helping a Voter insert a paper into the Scan 

• Guiding a Voter through the line and to their voting machine 

• Entering a Voter’s Access Code 



Processing Voter on ePollBook 

No Digital or Electronic IDs can be accepted. List A IDs must not be expired more 

than 4 years. If the Voter is 70 years old or older there is no expiration date limit. 
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Identify Voter’s registration status: 1 

A. The Qualifying Clerk will greet the Voter and ask for their photo identification 

(ID). Do not specifically ask for a Texas driver’s license or Texas ID card, as 

this may imply these are the only IDs accepted to vote. A Voter who presents 

a Voter Registration certificate with an “E” notation (for exempt) is not         

required to present photo identification. For this Voter, proceed to Manual 

Search. 

Check the Acceptable Forms of Identification 

(List A) to confirm the ID you are shown is      

acceptable. Be sure to compare the photo ID to 

the face of the voter. Please keep in mind people 

will not appear to be exactly as they do in their 

ID photo for various reasons (age, gender     

identification, style, etc.).  

83 
P R O C E S S I N G  V O T E R S  

B. If the Voter presents a TXDL or TXID, the ePollBook is programmed to read 

the ID’s barcode and access voter information that matches the ID number. 

Complete the following (if this does not apply, skip to C): 

1. Place the TXDL or TXID, barcode side facing up, in the slot on the     

ePollBook stand. 

2. Select “Voter Lookup” on the ePollBook. 

Processing Voter on the ePollBook 



Processing Voter on the ePollBook 
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C. If the Voter provided a List A ID that is not a TXDL or TXID, use the Search 

side of the screen (if this does not apply, skip to D).  

Use the Voter’s ID to enter the month, day, year of birth, and first 3 letters of 

the last name. Select the Search button. 

3. Select the “Read” button in the bottom left corner of the ePollBook. 

4. The ePollBook’s camera will read the ID’s barcode and pull up Voter                    

information that matches the ID number.  
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Processing Voter on the ePollBook 

If the Voter's information cannot be accessed by the Barcode Reader or     

manual search, but the Voter insists they are registered to vote, ask the 

Judge to assist the Voter.  

To resolve this discrepancy, the Judge must contact the Voter Registrar's 

office at 713-755-1617, Option 08, to confirm the Voter's registration status. 

If the Voter Registrar’s office confirms their eligibility, the Judge may be 

instructed to add the Voter’s name to the Omissions List  and allow the  

voter to vote normally. The Voter Registration clerk will provide the Judge 

the precinct number and ballot style for the Voter. 

If it is determined the Voter is not registered, they may only vote             

provisionally (by using a Provisional Ballot). 

D. If the Voter does not have a photo ID from List A, ask a Judge to assist the    

Voter (if this does not apply, skip to E).  

     The Voter may be processed by completing all of the following: 

1. Complete a Reasonable Impediment Declaration (RID) form, as   

directed by the Judge. 

2. Present an ID from List B. 

3. Meet the established criteria to vote by Reasonable Impediment 

Declaration (RID). 

 

If the Voter states that they do not possess and cannot reasonably    

obtain an acceptable form of photo ID, the Judge should not question 

the Voter about their circumstances. The Judge should simply state 

that if the Voter does not possess and cannot obtain an acceptable 

form of photo ID, they can show a supporting form of ID, List B, and  

execute a Reasonable Impediment Declaration. The Judge may also not 

question the reasonableness of the Voter’s reasonable impediment. 
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Select Voter: 

A. Compare the name on the ID to the list of names generated by the ID reader or 

manual Search. 

 

B. Select the correct Voter’s name. 

 

 

P R O C E S S I N G  V O T E R S  

Processing Voter on the ePollBook 

E. If the Voter does not have an ID from List A or List B, but does meet the criteria 

to vote by RID, the Voter may be processed by completing all of the following: 

1. The Provisional Ballot form (directed by the Judge). 

2. Curing their vote by completing a RID form and presenting                                                 

an ID from List B within 6 days of Election Day. 

The Judge will complete the "Notice to Provisional Voter" 

form; the Voter will be instructed and expected to follow 

the instructions on the "Notice to Provisional Voter” form 

to cure their Ballot. 

2 



Answer questions on ePollBook: 

A. If you scanned the ID, questions 1, 2 & 4 may be automatically checked 

“Yes.”  
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B. If you searched manually, has Voter provided an acceptable photo ID? If the ID 

is acceptable, check “Yes”. 

C. Does Voter Registration Name Exactly Match Photo ID? 

1. If the name is an exact match, check “Yes”. 

2. If the name is not an exact match, check “No” - the line will turn yellow. 

3. Is the Voter Registration Name substantially similar to ID name?        

Refer to the chart on the following page for examples of similar names. 

4. If the names are substantially similar, the Voter will need to initial the 

Substantially Similar box when the Signature Screen appears.  

5. If the Voter wants their name identical on the registration list, they may 

fill out a Statement of Residence (SOR).  

6. If the names are not substantially similar, direct the Voter to the Judge to 

proceed with a Provisional Ballot.  

P R O C E S S I N G  V O T E R S  

Processing Voter on the ePollBook 

3 



Processing Voter on the ePollBook 
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Examples of Similar Names 



D.  Ask the Voter, “Do you currently live at (street name)?” Voters prefer that you 

only read the street name and apartment number (if there is one) from the   

ePollBook screen for their privacy.  
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Processing Voter on the ePollBook 

1. If the Voter answers “Yes”, check the “Yes” box. 

2. If the Voter answers “No”, check the “No” box, instructions on the screen will 

direct you to have the Voter fill out an SOR.  

3. Tell the Voter to return to the front of the line to submit their completed SOR 

and be re-checked in to vote. The clerk must check the SOR to confirm if the 

Voter still lives in Harris County. 

A. If the Voter has moved within the county, the Voter would vote using 

the address shown on the ePollbook as long as they still reside in the 

same political subdivision holding the election. 

B. If the Voter has moved outside the county, refer the Voter to the Judge 

who can only offer them a Provisional Ballot. 

C. If the Voter has moved into the county from another Texas county, but 

their registration is not yet effective, they may vote a Limited Ballot by mail 

or by personal appearance at 1001 Preston Street, 4th floor, during the 

Early Voting period only. 

The Address on the ID provided by the Voter does NOT have to match 

the Voter Registration address.  

 
If giving the Voter an 

SOR, choose “OK” and 

return to the Home 

Screen so that the next 

Voter can be processed. 

When the Voter returns 

with their completed 

SOR, place it in the 

Judges’ SOR Envelope, 

and process the Voter 

regularly.  



E. Question 4 will be checked “Yes” automatically.   

• A Voter may indicate they are unable to physically sign the ePollBook. You can  

tap “No”. If this is the case, verify whether the Voter is visually impaired or 

physically disabled. Tap the corresponding checkbox to proceed. 

• Do not ask or wait for the Voter to address this question. You can tap “Voter 

Unable to Sign” in the Voter Signature Screen if needed. 

Processing Voter on the ePollBook 
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Signature: 4 

A. When all 4 ePollBook questions have been answered, select the Green “Go 

to Voter Sign Screen” button.  

B. If “No” was checked for “Does Voter registration name exactly match photo 

ID?”, a “Similar Name Affidavit” box will appear next to the Voter Signature 

box. The ePollBook will not allow the Voter to move forward without signing 

and initialing this box. 
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Processing Voter on the ePollBook 

F. Tilt the screen back to you and select the “Accept Signature” button.  

If the Voter wishes to contest that this 

is a similar name situation, they may 

mark an “X” in the Similar Name         

Affidavit box instead of initialing. 

C. As the Voter’s signature screen comes up, it will 

look upside down to you. Tilt the iPad toward the 

voter so that they can sign the screen. 

D. Instruct the Voter to verify their information and sign at the “X” once verified. 

E. Once the Voter has signed, they should select the “Accept” button. The 

ePollBook will beep to notify you that it is time to tilt the screen back to you. 



Processing Voter on the ePollBook 

Barcode: 5 

A. After you accept the Voter’s signature, a barcode will display with the       

Precinct Ballot Style code listed under the barcode. A green “Check in Voter” 

button will also display.  

B. Using the Barcode Reader attached to the controller, read the barcode on 

the ePollBook.  

C. Once the Barcode is read, the Controller will ask you if the Precinct and    

Ballot Style, which appears on the Controller’s screen, is the same as the 

Precinct and Ballot Style on the ePollBook below the barcode. If they are the 

same, click the box next to “Yes, This is Correct” and press “Next”.  

DO NOT PRESS 

THE GREEN   

BUTTON AT THIS 

TIME 
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Processing Voter on the ePollBook 

D. The next screen will instruct you to give the Voter their Ballot Paper. Press 

“Issue Access Code” and verify the Precinct and Ballot Style on the Access 

Code slip is identical to the one beneath the barcode on the ePollBook. This 

is to verify that the Voter is getting the ballot style for which they are able to 

vote. 

E. Give the Access Code to the Voter with the previously stamped or signed 

Ballot Paper.  

Explain the Voting Process:   

Explain to the Voter the process that follows to be able to cast their vote:  

A. “Insert the Ballot Paper into one of the Duos connected to the Controller that 

printed your Access Code ticket (indicate which Duos are in the line they can 

vote on).” 

B. “Following the instructions on the Duo Screen, insert the Ballot Paper arrow up 

and pointing towards the Duo Tablet and make your selections. If more than 

one sheet of Ballot Paper is being used, wait until the first page has printed     

before inserting the second page.” 

C. “Go to the Ballot Box (be sure to point where the Ballot Box is located) to cast 

your Ballot by inserting it into the Scan. If more than one sheet of Ballot paper 

is being used, wait until the first page has been accepted by the Scan, an 

American Flag will fly, before inserting the second page. A Ballot Box Clerk 

will be present to answer any questions you may have.” 

6 



Processing Voter on the ePollBook 

ONLY once the Voter has their Ballot paper and access code and has left the 

qualifying table may you press the green “Check in Voter” button and prepare 

to process the next Voter. The following items should be with the Voter as they 

leave the qualifying table: 

• Printed Access Code 

• The required number of stamped (EV) or signed (ED) sheets of Ballot paper  
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PRESS THE 

GREEN BUTTON 

AFTER HANDING 

THE ABOVE 

ITEMS TO THE 

VOTER. 

C
T 



Redisplaying Ballot Style & Barcode 

If a replacement access code needs to be printed for a Voter, the Qualifying Clerk will 

need to notify the Presiding Judge to access the Judge Admin menu.  

A. Select the Judge Admin menu on the ePollBook and enter the Admin   

password. 

B. Select the List of Recent Voters button. 

C. Identify the correct Voter and tap on the red select button next to the     

Voter’s name. 

D. A pop-up window will open: “Our records indicate the Voter has been 

checked in Early in-person at [your poll]. Make sure you have the correct 

Voter. If this is not the correct Voter, please search again.” 

E. Click on the green “Redisplay Barcode” button to show the barcode that can 

be scanned by the Barcode Reader. The barcode will redisplay at that point. 
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If a Voter has been checked in on the ePollBook but has to leave before they are able to cast 

their Ballot, the Voter must be cleared from the ePollBook by the Presiding Judge to allow 

them to return at a later time.  

 

A. Before the Voter leaves, the clerk should get their full name and notify the Judge 

immediately.  

B. The Presiding Judge must call the Election Administrator’s office at 713-755-1617, 

Option 04, to confirm the process before continuing with the next steps.  

Redisplaying Ballot Style & Barcode 

If your clerks are asking you to redisplay the Barcode for multiple Voters, monitor 

the Clerks to ensure they are following the proper procedures for checking in 

Voters. Judges and Clerks should not be “clearing or requalifying” Voters if they 

missed the barcode on the ePollBook.  

Clearing a Voter from the ePollBook 
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Voting a Provisional Ballot 

Instructions to process and record a Provisional Ballot are found in the Appendix. They are 

also in the Early Voting Elections Forms Box and the Election Day Accordion Folder.  

 

There are seven reasons a Voter may need to vote provisionally, the complete reasons 

are listed on the Provisional Affidavit Form: 

 

1. Failed to present acceptable form of photo identification or supporting form 

of ID when voting RID 

2. Voter not on list of registered Voters 

3. Voter registered in another precinct 

4. Voter has not surrendered Mail Ballot, presented Notice of Improper Delivery 

or Notice of Surrendered Ballot 

5. Voting after 7 PM due to a court order 

6. Voter on list, but registered residence address is outside the political       

subdivision for the Election 

7. Voter registered at Department of Public Safety (DPS) 
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1 

If a voter is eligible to cast a Provisional Ballot because of any of the 

reasons listed above, the Judge shall immediately inform the Voter of 

this right. 

2 

Instruct Voter to complete the top portion of the Affidavit of Provisional Voter 

below the election information. 

Complete the top of the Affidavit of Provisional 

Voter above the Voter section. The “Type of 

Election,” “Poll Code” and other information can 

be found in various forms in the Early Voting 

Election Forms Box and Election Day Judge’s 

Supply Box. The “Authority Conducting Election” 

is Harris County. Then review the Voter section 

ensuring the information is complete and that 

the Voter has signed the Provisional Affidavit. 



Voting a Provisional Ballot 
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After the form is filled out by both the Voter and the Judge, the Judge will go to a      

controller and enter the Precinct and Ballot style numbers received from Voter     

Registration. The Judge will then confirm that the numbers on the screen match the 

numbers on the provisional form. If they match, check the “Mark as Provisional” box 

and tap “Yes, this is correct.” Then press the “Issue Access Code” button and a   

longer access code ticket will print. At the bottom will be lines for the Voter to both 

print and sign their name.  

Continuing in the Judge section, select “Yes” or “No” to the question asking if the Voter 

presented an acceptable form of ID. Check off the reason the Voter is voting               

provisionally. Date and sign.  

4 

There are multiple reasons why a Voter must vote provisionally. See the chart at 

the end of this section and the Reasonable Impediment Declaration (RID)         

instructions in the Appendix.  

5 

3 
Using the information provided by the Voter, call the Voter Registration Office to    

request both the Precinct number where the Voter is registered and the Ballot Style 

number to put on the Provisional Affidavit under the section labeled “TO BE COM-

PLETED BY ELECTION JUDGE”.  

The Voter Registration office:                   

(713) 755-1617  

Option 08 

Make sure to request both the        

precinct number and the ballot style.  



Voting a Provisional Ballot, continued 
The Voter will print and sign their name at the bottom of the access code ticket. The 

Judge will tear off the top at the dotted line and give it to the Voter. The signed bottom 

portion will be put in the envelope formed by the last page of the affidavit.  

6 

7 The Judge will instruct the Voter to return to the Judge with the printed Ballot. It will 

NOT be put into the Scan. The Scan will not accept a Provisional Ballot. 
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1 The Voter will then put the brown envelope into the envelope formed by the 

last page of the affidavit, where the signed Access Code Slip has been placed.  

1 The Voter then seals the Affidavit Envelope by removing the plastic tape strip 

and sticking down the adhesive flap.  

P R O C E S S I N G  V O T E R S  

8 While the Provisional Voter is voting, the Judge will fill out the Voter’s information on 

the yellow “List of Provisional Voter” form found in the Early Voting Elections Forms 

Box and the Election Day Accordion Folder.  

9 When the Voter returns with their printed  Ballot, the Judge will give them a small 

brown Provisional Ballot Envelope. These are found in the EV Elections Forms Box in 

the provisional section and in the ED Supply box. The Voter will fold their Ballot, put it 

into the envelope, and seal the envelope.  

A copy of this form is in the appendix.  

Voting a Provisional Ballot 

10 

11 



After the Voter leaves, the Judge will enter the provisional information into the               

  ePollBook.  

 

A. On the main menu of the ePollBook, the Judge will pick the “Judge Admin” button 

and enter the Admin password. 

B. Once the Judge’s Admin menu is open, the Judge will choose the top button 

“Record Voted Provisional Affidavit”  

C. Using the yellow “List of provisional Voters” form enter the information into the          

ePollBook and press the green record button. 

D. Go back to the Judge Admin menu. Click on “List of Provisional Voters” and con-

firm the Provisional you entered is on the list.  

100 
P R O C E S S I N G  V O T E R S  

Voting a Provisional Ballot 

13 

The Judge will then place the Affidavit in a sealed Provisional Tub during Early 
Voting and in the Provisional Envelope during Election Day. Before the Voter 
leaves, if the reason for voting Provisional was a lack of Photo ID, hand the Voter 
these two forms. Both have instructions for Curing the ballot and locations where 
the voter can go to accomplish the Cure. 

• Notice to Provisional Voter - The Judge will fill out the upper corner.  

• Cure Map - Includes instructions for curing the ballot and a large map.   

A B 

C D 

12 



1 

Reasonable Impediment Declaration (RID) 
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A RID Voter is a Registered Voter with an Identification issue. If a Voter does not 

own any of the List A IDs, and has a reasonable impediment to getting the ID, 

they may be eligible for a Reasonable Impediment Declaration (RID). This form 

and its instructions can be found in the Appendix.  

Once it is established that the Voter qualifies, the Judge will fill the form out with 

the Voter. The forms are in the RID section of the Early Voting Forms Box or the 

Election Day Accordion Folder. 

If a Voter has a List A ID, but just does not have it with 

them, they do not qualify for a RID.  

2 

When a voter says they do not own an ID from List A, a Judge should be called. The 

Judge will ask the Voter if they have an impediment to getting a List A ID. Then ask if 

they have an alternate form of ID from List B. If yes, the Judge will give the Voter a RID 

form and ask them to indicate which, if any, of the impediments listed on the form apply 

to their situation. If one of the reasons listed applies, the Voter will qualify for a       

Reasonable Impediment Declaration. If none of the reasons apply, the Voter must vote 

a Provisional Ballot. 

The reasons a Voter may qualify for a RID are: 

A. Lack of Transportation 

B. Disability or Illness 

C. Work Schedule 

D. Lost or Stolen ID  

E. Family Responsibilities 

F. Accepted Form of ID applied for but not received 

If the voter does not have an impediment to getting a List A ID and/or 

does not have ID from List B, they will need to vote provisionally. 
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Reasonable Impediment Declaration 

To be checked in on the ePollBook and vote a regular Ballot, a Voter must show the 

Judge one of the List B IDs after filling out the RID form. This must be a hard copy 

version. The Voter cannot use their phone in the Vote Center, and this includes     

using it to show an electronic form of ID.  

List B ID examples are in the appendix. A laminated copy is in Early Voting 

Forms Box or the Election Day Accordion Folder. 

List B Identification includes: 

A. A government document that shows the Voter’s name and an address,     

including the Voter’s Voter Registration Certificate 

B. Current utility bill: To be current, the utility bill must be the most recent     

version or at least dated within two (2) months of the date it is presented to 

an Election Official 

C. Bank statement 

D. Government check 

E. Paycheck 

F. (A) A certified domestic (from a US state or territory) birth certificate or (B) a 

document confirming birth admissible in a court of law which establishes the 

Voter’s identity (which may include a foreign birth document) 

Process the RID Voter on the Judge’s ePollBook: 

A. On the Judge’s ePollBook, the Judge will search for the Voter manually 

using the Voter’s full birth date (Month, Day, Year) and the first three     

letters of the Voter’s last name.  

B. Press the “Select” button to the left of the Voter’s name. 

3 

4 
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Reasonable Impediment Declaration 

C. The first question on the ePollBook is “Has the Voter provided an acceptable   

Photo ID?” The Judge will check the “No” box.  

 

 

 

 

 

 

 

 

 

 

 

 

D. A new line will appear, “RID form needed – Has the Voter provided a completed 

RID form?”  

E. Once the Voter has filled out the RID form, the Judge will fill out their portion of the 

form. Then the Judge will check the “Yes” box and can finish checking the Voter in 

on the ePollBook.   

F. The Judge will go over to a controller with the ePollBook and the Qualifying Clerk 

will read the barcode and issue an access code so the Voter can vote. 
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Mail Ballot 

Except in the event of cancelling the Mail Ballot, a Voter CANNOT leave their Mail 

Ballot at any polling location instead of mailing it. A Mail Ballot must be mailed, or 

hand delivered by the Voter to Harris County Elections Administrator offices at 

1001 Preston Street, 4th Floor, Houston, TX 77002. The Voter must also show one 

of the List A Photo ID when delivering it in person.  

A. During ePollBook Step 2: Selecting Voter, if the “Select” button to the left of the    

Voter’s name is red and states any of the following, the Presiding Judge or Alternate 

Judge must handle this Voter:  

“Mail Ballot Requested”  

“Mail Ballot Sent to Voter” or  

“Mail Ballot Received”  

B. The Voter must surrender their mail ballot before they can vote in person and must 

complete the “Request to Cancel Application for Ballot by Mail” form.  

Mail Ballots 

This form, with instructions, is in the Appendix. The form for the Voter to 

fill out can be found in the Mail Ballot section of the Early Voting Forms 

Box or Election Day Accordion Folder. It cancels the Mail Ballot for this 

election only. 



Mail Ballot, cont. 
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C. After the Voter surrenders their mail ballot to the Judge (check that the date and 

election name on the Mail Ballot is for this election) and has filled out the “Request to 

Cancel Application for Ballot by Mail,” the Judge will tap the red “Select” button for 

this Voter. The Judge can now tap the “Cancel Mail Ballot” button and the Voter can 

be checked in regularly on the ePollBook.  

The Judge will put the completed form and the surrendered Mail Ballot in 

the “Canceled Mail Ballot” envelope found in the Early Voting Elections 

Forms box or Election Day Accordion Folder in the Mail Ballot section. 

Mail Ballots 



Processing Curbside Voters 

 Texas Election Code Sec. 64.009. VOTER UNABLE TO ENTER POLLING PLACE,                   

a) If a Voter is physically unable to enter the Vote Center without personal assistance or 

likelihood of injuring the Voter’s health, on the Voter’s request an Election Officer shall    

deliver a Ballot to the Voter at the Vote Center entrance or curb. 
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Processing Curbside Voters 

Each Vote Center has a Duo Go—a portable case and printer for the Duo tablet. The Duo 

that will be used for the Duo Go should be the last Duo on the equipment line that is   

closest to the exit door (covered in Vote Center Setup).  

A. Place the small table provided in the Equipment Caddy next to the last Duo.  

B. Place the Duo Go on top of the table along with the Audio Tactile Interface (ATI) 

device and headphones.  

C. The Duo Go must stay plugged into a power source whenever it is not in use. 

 

If a Voter requests curbside voting (by pressing the Curbside Buzzer or notifying 

an Election Worker), they must be allowed to curbside vote.  
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Processing Curbside Voters 

When a curbside Voter alerts Election Workers to their presence by using the buzzer 

notification system (or notifying an Election Worker if the buzzer is not functioning):  

 

The Curbside Clerk will respond immediately and direct them to the curbside 

voting area, which will be a separate, accessible parking area. 

 

The Curbside Voter does not go to the head of the voting line, if one exists.   

Instead:  

A. Mark the curbside Voter’s place in line by giving the last Voter in line a 

piece of paper with the Curbside Voters name on it and ask that Voter to 

give it to the Qualifying Clerk when they reach the Qualifying Table.  

B. The Curbside Clerk will then inform the Curbside Voter their place in line 

has been secured and they will return to the car with the ePollBook when it 

is the Voters turn to vote. As a courtesy, tell the Curbside Voter an          

estimated wait time. 

1 

2 

When the Curbside Voter’s turn arrives, the Curbside Clerk will take an ePollBook 

to the curbside Voter and follow the six steps to qualify the Curbside Voter. 

Once the Voter is qualified, the Curbside Clerk will take the ePollBook inside and 

use the barcode reader on the Controller on the line with the Duo Go to read the 

barcode and produce an access code.  

3 

4 
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Having been alerted by the Curbside Clerk, either the PJ or AJ will take the 

access code to the Duo Booth at the end of the line and enter the access 

code.  

When the Duo tablet screen gives the “Insert Ballot Paper” instruction, the 

Judge will unlock and remove the Duo tablet, and follow the instructions on 

the tablet screen to prepare the Duo Go. 

5 

6 

Processing Curbside Voters 

A B 

C 
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The Curbside Clerk and the Judge will together take the Duo Go, the Curbside Carrier        

Envelope, the Ballot Paper, and the ATI with headphones if needed, to the Voter in 

their vehicle at the Curbside Voting area.  

The Clerk should hand the Duo Go through the window to the Voter or hold it 

braced on the vehicle’s window ledge for the Voter to make their selections. If     

needed, provide the ATI and Headphones. 

7 

Processing Curbside Voters 

8 



Processing Curbside Voters 

110 
P R O C E S S I N G  V O T E R S  

Once the Voter has completed making the selections for their Ballot, they will  

select Print Record.  

9 

Hand the Voter the Curbside Carrier Envelope and ask them to place their printed 

Ballot into the carrier envelope.  

10 

Direct the Voter to wait in their vehicle while the Judge and Clerk take the Duo 

Go along with the Curbside Carrier Envelope back inside the Vote Center to    

deposit in the Scan. If the Voter desires, a person of their choosing may witness 

the deposit of the ballot into the Scan. They would not need to sign the Assistant 

Affidavit to witness this. 

The Judge will unlock the Duo Go, reseat it in the Duo Booth from which it came 

and lock the tablet in place. The Curbside Clerk will reconnect the Duo Go to its 

power cord. 

13 

Deposit the printed record into the Scan. Once the flag is displayed on the 

screen, or if needed, once the ballot has been dropped into the Emergency Slot 

(for unscannable ballots), the Clerk will return to the Voter with an “I Voted”   

sticker.  

A person who simultaneously assists seven or more curbside voters by 

providing the voters’ transportation to the Vote Center must complete and 

sign a form, provided by a Judge, that contains the person’s name and        

address and whether the person is providing assistance solely for curbside 

or is providing additional assistance to the Voter. 

11 

12 



If a Scan is not functioning, first ask the Voter to attempt to scan it all four ways. Arrow up, 

pointing in and out. Arrow down, pointing in and out. 

If the Scan is still not accepting the Ballot:  

A. Call 713-755-1617 (Option 05, Tech Line) for troubleshooting instructions. 

B. If so instructed, break the seal on the Emergency Slot and record it on the seal 

log. 

C. Instruct the Voter to place their Ballot in the Emergency Slot. Let them know this 

is the legal procedure, and their Ballot will be counted by a Bi-partisan panel at 

Central Counting. 

D. Once the Emergency Slot has been unsealed, leave it unsealed for the rest of the 

day. Reseal it before leaving the Vote Center. 

 

 

Emergency Slot  
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Emergency Slot 

Orange Seal on Emergency Slot 

(Front of Ballot Box) 



 While processing Voters during Early Voting or on Election Day, there may be Voters 

who do not fit into the basic six steps. These Voter situations must be handled by 

the Presiding or Alternate Judge. Below is a guide for which Voters must be sent to 

the Judge to process. 

Situation Steps 

 

Mail Ballot sent to Voter. Voter DOES NOT have 

one of these: 

• Their Mail Ballot 

• Notice of Improper Delivery 

• Notice of Surrendered Ballot 

1. The only option is to vote a Provisional Ballot 

2. Judge has Voter fill out Request to Cancel Ballot by Mail form 

3. Judge has Voter fill out Provisional Affidavit (see Provisional 

Ballot instructions below) 

4. DO NOT process Voter on ePollBook 

5. Alternatively, the Voter can go to the EA office to have their 

Mail Ballot cancelled, and will then be able to vote. 

Mail Ballot sent to Voter. Voter DOES have one 

of these: 

• Their Mail Ballot 

• Notice of Improper Delivery 

• Notice of Surrendered Ballot 

1. Have Voter fill out Request to Cancel Ballot by Mail form 

2. Write “Cancelled” on the Mail Ballot, Notice of Improper       

Delivery,  or Notice of Surrendered Ballot turned in by Voter 

3. Insert filled out form and cancelled paperwork in the Cancelled 

Mail Ballot Envelope 

4. After pressing red “select” button for Voter on ePollBook, 

choose “Cancel Mail Ballot” 

5. Continue checking Voter in on ePollBook 

6. Voter votes a regular Ballot 
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Voters Who Must be Processed by Judge 

Mail Ballot 



Situation Steps 

ONLY a Presiding or Alternate Judge can perform this process 

Voter not listed on ePollBook. 1. Judge must call EA’s Voter Registration Department at         

713-755-1617, Option 08. 

2. If the Voter Registration Department says the Voter is NOT            

registered, the only option is to vote a Provisional Ballot. 

3. If the Voter’s registration is confirmed, Judge may be instructed 

to add Voter to the daily Omissions List. 

Voter DOES have ID from List A, but did not 

bring it to the Voting Location. 

1. Voter may retrieve the ID and come back to vote a regular  

Ballot. 

2. If Voter does not have time to retrieve ID, or does not want to     

retrieve ID, the only option is to vote a Provisional Ballot. 

3. Voter must “Cure” their Provisional Ballot by showing their List 

A ID to an election official at a designated location within 6 

days of Election Day. 

4. Give Voter a “Notice to Provisional Voter” form and a Cure 

Map. Fill out the upper left hand corner and instruct Voter to 

follow instructions to Cure their Ballot. 

Voter DOES NOT have an ID from List A, 

but DOES have an ID from List B AND   

qualifies for a Reasonable Impediment   

Declaration (RID). 

1. Voter fills out a “Reasonable Impediment Declaration” form. 

2. Voter provides ID from List B. 

3. Judge checks Voter in on ePollBook. 

4. Voter votes a regular Ballot. 

Voter DOES NOT have ID from List A OR 

List B, but DOES qualify for a Reasonable 

Impediment Declaration (RID). 

1. Only option is for the Voter to vote a Provisional Ballot (see 

Voting Provisional Ballot at the end of these tables). 

2. Voter must “Cure” their Provisional Ballot by completing a RID 

and showing their List B ID to an Election Official at a          

designated location within 6 days of Election Day, if they want 

their ballot to count. 

3. Give Voter a “Notice to Provisional Voter” form and a Cure 

Map. Fill out the upper left hand corner and instruct Voter to 

follow instructions to Cure their Ballot. 

Voter DOES NOT have an ID from List A 

and DOES NOT qualify for a Reasonable 

Impediment Declaration. 

1. Only option is for the Voter to vote a Provisional Ballot (see 

Voting Provisional Ballot at the end of these tables). 

2. Voter must “Cure” their Provisional Ballot by showing their List 

A ID to an Election Official at a designated location within 6 

days of Election Day. 

3. Give Voter a “Notice to Provisional Voter” form and a Cure 

Map. Fill out the upper left hand corner and instruct Voter to 

follow instructions to Cure their Ballot. 
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Situation 

Spoil the Paper 

Ballot, Spoil on 

the Duo, or Both 

Steps 

ONLY a Presiding or Alternate Judge can perform 

this process 

ANYTIME                          

a ballot is Spoiled 

On ePollBook 1. Press “Judge Admin” on main menu, enter judge admin 

password. 

2. Press “Record Spoiled Ballot”. 

3. Complete all fields in “Record Spoiled Ballot” form. 

Voter’s Ballot jams in the 

Duo and the vote can be  

reprinted 

 

Paper only 

1. Press the blue poll worker button on back of the Duo 

2. Enter the Poll Worker Code and select “Accept” 

3. Select “Clear Paper”, forward or backward 

4. Judge retains the original Ballot paper (now considered 

spoiled) and gives Voter new blank Ballot paper 

5. Select “Reprint Sheet” 

6. Voter may complete voting as normal 

7. Record the Voter’s information in the Register of Spoiled  

Ballots form 

8. Place the original Ballot (now considered spoiled) inside the 

Spoiled Ballot Envelope 

9. Record the Voter’s information on the Spoiled Ballot List on 

Voter’s Ballot jams in the 

Duo and the vote cannot 

be reprinted 

 

Paper Only 

1. Record the Voter’s information on the Register of Spoiled 

Ballots form 

2. Judge retains the original Ballot paper and places it inside 

the Spoiled Ballot Envelope 

3. Judge prints new access code (using“ Redisplaying Ballot 

Style and Barcode” steps) and gives it to the Voter with new 

blank Ballot paper 

4. Voter may complete voting as normal 

5. Record the Voter’s information on the Spoiled Ballot List on 

the ePollBook 

Voter prints Ballot from 

Duo. Voter changes mind 

about selections after 

printing, but before       

submitting Ballot into Scan 

 

Paper Only 

1. Record the Voter’s information on the Register of Spoiled 

Ballots form 

2. Judge retains the original Ballot paper and places it inside 

the Spoiled Ballot Envelope 

3. Judge prints new access code (using“ Redisplaying Ballot 

Style and Barcode” steps) and gives it to the Voter with new 

blank ballot paper 

4. Voter may complete voting as normal 

5. Record the Voter’s information on the Spoiled Ballot List on 

the ePollBook 
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Situation 

Spoil the Paper 

Ballot, Spoil on 

the Duo, or Both 

Steps 

ONLY a Presiding or Alternate Judge can perform 

this process 

Voter decides to leave  

after they have already    

begun to vote, and        

indicates they want to   

return later to vote 

Both, 

AND 

Clear the Voter from the 

ePollBook using the 

steps in the manual  

under “Clearing a Voter 

from the ePollBook” 

1. Press the blue poll worker button on back of the Duo 

2. Enter the Poll Worker Code and select “Accept” 

3. Select “Spoil Ballot” on the screen 

4. Select “Yes, Spoil the Ballot” the select “OK” 

5. Judge retains the original Ballot paper. If it is blank it can be 

reused. If it is printed on, then it is considered a Spoiled   

Ballot. 

6. Record the Voter’s information on the Register of Spoiled 

Ballots form 

7. Place the original Ballot (ONLY if printed on) inside the 

Spoiled Ballot Envelope 

8. Clear the Voter from the ePollBook using the steps in the 

manual under “Clearing a Voter from the ePollBook” 

9. Record the Voter’s information on the Spoiled Ballot List on 

Voter’s Ballot jams in the 

Scan 

 

Paper Only 

1. Record the Voter’s information on the Register of Spoiled 

Ballots form 

2. Judge retains the original Ballot paper and places it inside 

the Spoiled Ballot Envelope 

3. Judge prints new access code (using“ Redisplaying Ballot 

Style and Barcode” steps) and gives it to the Voter with new 

blank Ballot paper 

4. Voter may complete voting as normal 

5. Record the Voter’s information on the Spoiled Ballot List on 

For 2-page Ballots ONLY: 

Voter’s first sheet scans 

properly but the second 

sheet jams 

 

Neither 

1. Instruct the Voter to attempt to scan the second sheet in all 

four directions. Give the Voter space to do this so their vote 

remains secret 

• Ballot face down with arrow pointing toward Scan 

• Ballot face down with arrow pointing toward Voter 

• Ballot face up with arrow pointing toward Scan 

• Ballot face up with arrow pointing toward Voter 

2. If second sheet still will not scan, call the resource line for 

permission to cut seal on Emergency Slot. If given            

permission, cut seal and instruct Voter to place second  

sheet in Emergency Slot 

3. Leave Emergency Slot open until end of day, or upon the 

Scan being repaired or replaced. See “Emergency Slot” in 

manual. 
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  Suspending & Closing Polls - EV & ED 
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Constable is needed to lock and unlock BallotBox. 

PJ, AJ and all Clerks are paid for Set Up. 

Constable or Election Official pick up and return critical Equipment to 

Central Count after Polls are Suspended and Judge paperwork is  

completed on Last Day of Early Voting. 

Pictures of Controllers and Scan Tapes are taken daily with the    

ePollBook as part of the Reconciliation process. 

Polls are Suspended daily at 7:00 PM. 

Supply Cabinet and Equipment Caddy are delivered to Vote Center. 

There are multiple days of Voting. 

Voting Equipment and materials are delivered; Keys are picked up 

prior to delivery. 

S U S P E N D I N G  &  C L O S I N G  

Early Voting Important Highlights 



Early Voting Daily Suspending Polls 

(Last Day of Early Voting requires additional steps) 

A. Close the door at 7:00 PM and continue to allow all voters already in line to vote.  

B. Bring the line of voters inside the building, if possible.  

C.  Send Greeter to stand at the end of the line so no additional voters can join the 

      line after 7:00 PM.                                                           

1 

A. Send a "Handy Message" through the ePollBook: "Still have voters in line, 

cannot close Polls" OR "Processed last voter" (meaning the last voter 

has signed in) depending on your status.  

 

 2 

3 After Last Voter has Voted:  

A. Collect ADA supplies (Cones, Buzzer, Etc.) 

B. Collect outdoor signage and indoor Items To Post. 

C. Remove any trash and clean up the location 
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EV Suspending Polls - Daily 
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4 

Both Judges work together on one Controller at a time: 

 

A. Remove that day’s Early Voting Daily Reconciliation Envelope from Work Folder. 

B. On the Controller, select “Menu” at the top of the screen. 

C. Select “Suspend Polls” and enter Suspend Polls code from passwords form. 

D. Select “Accept.” 

E. The Suspend Polls Report tape will print automatically, which includes the Ballot 

Count Summary Report. 

F. After report is finished printing, then print the Access Code Summary report. 

G. Enter information from the Ballot Count Summary Report onto 

the Reconciliation form. Both Judges sign where indicated.  

H. Insert Suspend Polls tape into the envelope. 

I. Hold onto the Access Code Summary report tape to use when      

suspending polls on the ePollBook. 

S U S P E N D I N G  &  C L O S I N G 

EV Suspending Polls - Daily 

Call the Elections Office     

to report daily vote totals 

at 713-755-6965 
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Press the red power button on the back of the Controller. 

EV Suspending Polls - Daily 

5 

 

Break down the Controller by: 

A. Removing the Barcode Reader and put in equipment box. 

B. Unlock the tablet using the blue key. 

C. Undock the tablet by lifting it up. 

D. Store the tablet in the compartment, located in the lid of the case. 

E. Lock the tablet in place using the blue key. 

F. Use the latch in the upper left hand corner to further secure tablet. 

G. Shut the Controller case. 

H. Repeat on each additional Controller. 

6 

S U S P E N D I N G  &  C L O S I N G  

Scan the QR Code above 

using your smartphone's 

camera to access a 

helpful YouTube video 

showing how to Suspend 

the polls on the Controller 

and the Scan.. 
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EV Suspending Polls - Daily 

• After all Voters have left, the Judges together remove any Ballots from Emergency 

Slot Pouch IF THE SEAL WAS REMOVED AND BALLOTS INSERTED THAT DAY. Both 

Judges unseal and unlock the back door to access the Emergency Slot Pouch. Place 

Seal Number in Ballot Box Seal Log Envelope. 

• Try to scan Ballots into the Scan. Try all four directions. Arrow up and down facing 

in. Arrow up and down facing out.  

• Any that will not scan place in the Emergency Slot Envelope and place envelope into 

the Emergency Slot Pouch. Relock back door and seal the door with a red/orange 

seal. Log this Seal Number on the Ballot Box Seal Log.  

• Seal the Emergency Slot with a red/orange seal. Log the seal number on the Ballot 

Box Seal Log. Both Judges will sign the Log. Place the Seal Log in the Work Folder. 

• Do this only on the days the Emergency Slot Seal needed to be broken and Ballots     

inserted. Each day add any Ballots that won’t scan into the Emergency Slot            

Envelope, with any Ballots from the previous days.  Call 713-755-1617, option 04 if 

you need further information. 

7 Suspend Scan: Both Judges work on the Scan together 

Press blue Poll Worker Button on back of the Scan. When menu comes up on tablet      

select “Suspend Polls” on tablet screen. 

Enter the Suspend Polls Code and Select “Accept”. The Suspend Polls Report will print. 

At the bottom of the report is the Ballot Count.  

Write the Ballot Count numbers for the Scan on the Early Voting Reconciliation         

Envelope. Both Judges sign the Suspend Polls Report at the bottom of the tape. 

The Ballot Count portion of the tape will be needed again when you are suspending on 

the ePollBook.  

 Press the red power button on the back of the Scan. 

Call the Elections Office to report daily vote totals at 713-755-6965. 
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EV Suspending Polls - Daily 

Break down the Scan: 

A. Unlock tablet using the blue key. 

B. Undock the tablet by lifting it up. 

C. Store the tablet in the compartment located in the 

lid of the case. 

D. Lock the Tablet using the blue key. 

E. Use the latch in the upper left hand corner to      

further secure the tablet. 

F. Shut the Scan case. 

G. Repeat on each Scan, if there are more than one. 

8 

7 

After the Controllers and the Scan are powered down, power off 

each Duo by pressing the red power button on the back of the 

Duo. 

Scan the QR Code above 

using your smartphone's 

camera to access a 

helpful YouTube video 

showing how to Suspend 

the polls on the Controller 

and the Scan. 
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EV Suspending Polls - Daily 

10 Completed Daily Reconciliation Envelope 

(use the corresponding report tapes): 

A. Early Voting Daily Reconciliation Envelope. 

• Judges should have filled out the highlighted 

sections, as shown to the right. 

• Judges Should have signed and dated report 

tapes and the Daily Reconciliation Envelope. 

• Judges should make sure Suspend Polls Report 

tapes for Controllers and Scan(s) and the       

Access Code Summary for the Controllers are 

put in the Early Voting Daily Reconciliation     

Envelope after they are used during suspending 

polls on the EPollBook. 

 9 Suspend Polls on ePollBook:  

The Judge suspends the polls on the Judge’s     

ePollBook. Using the information from the Controller 

tapes record the end of the day totals for each     

Controller: 

A. Go to “Judge Admin Menu”. 

B. Select “Suspend Poll”. 

C. Answer the three questions. The last question, 

“Do you have any Emergency Slot Ballots that 

could not be scanned” is new. You will mark daily 

if there are any Ballots the Judges were unable 

to scan that day and are now in the Emergency 

Slot Envelope. Do not include unscanned ballots 

from previous days.     

D. Select green “Suspend Poll” button. A pop-up 

window will open to confirm you want to suspend 

the polls. Once you select “yes” you will not be 

able to process any more voters that day.  
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EV Suspending Polls - Daily 

A. Confirm that you have completed the two tasks at 

the top of the screen by selecting the red boxes.  

B. Starting with the Access Code Tape for the white 

Controller, select the yellow “Add Record” button 

at the bottom of the screen.  

C. In the pop-up window, enter the serial number of 

the equipment found on the handle area of each 

device. 

D. Choose tape color from the drop-down menu. 

E. Select “Submit” to enter totals. 

F. Take photo of Access Code Report by holding 

your finger on the picture of the camera until the 

camera opens. Select “Use Photo” when you have 

a usable photo.  

G. Repeat steps for other Controller(s) and Scan(s). 

Take picture of Ballot Count tape for the Scan.  

H. When adding the information for a Scan, check 

the box at the top. 

I. Put in the number of Provisionals you had that 

day. 

After selecting “OK” in the pop-up box,     

select “Enter End of The Day Totals.” 

J. Only after you have entered the numbers 

and taken photos for all the machines will 

BOTH Judges sign and then tap the 

“ACCEPT” button. 

Suspend Polls on other ePollBooks: 

A. Go to “Judge Admin Menu.” 

B. Select “Suspend the Polls.” 

C. Answer questions. Do not re-enter totals on 

the other ePollBooks. 

11 

12 



EV Suspending Polls - Daily 

 

 

• Take a new green seal from the Supply Cabinet. 

•  

•  

•  

C.  

• Take a new green seal from the Supply Cabinet. 

•  

•  

•  
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Organize paperwork: 

A. Complete PJ, AJ and Clerk timesheets. Have clerks put end time in ePollBook. 

B. Remove the Supply Cabinet Seal Log from the Work Folder and a green seal from 

the Supply Cabinet. 

C. Write the seal number on the Supply Cabinet Seal Log. Both judges sign the log 

and place the log inside the Work Folder. 

D. Place Work Folder and all other paperwork in the Supply Cabinet. 

 

14 

13 
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15 

EV Suspending Polls - Daily 

 

 

 

 

 

 

 

F. Place Election Forms Box and clear plastic Supply Tub back in Supply Cabinet. 

 

 

•  

•  

 

 

Repeat the above steps every night of         
Early Voting 

EXCEPT THE LAST NIGHT 



 EV Suspending Polls - Last Day 
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A Constable should be at your location around 6:30 PM. When they arrive, notify 

the EA Office with a “Handy Message” on the ePollBook. 

Gather the Envelopes for each category below 

and put them in the Return Box: 

 

• Daily Reconciliation Envelopes 

• Cancelled Mail Ballot Envelope 

• Statement of Residences Envelope(s) 

• Reasonable Impediment Declarations(s) 

• Time Sheets (usually 3 Envelopes) 

• Daily Spoiled Ballot Envelopes 

• Anything remaining in the Work Folder        

EXCEPT for yellow Chain of Custody Form 

 

1 

2 

 Include all Daily Spoiled Ballot Envelopes, even if empty. If you 

did not have any paperwork for a given day, you must still include 

the empty envelope with the date and mark it as containing “0”. 
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EV Suspending Polls - Last Day 

A. Close the door at 7:00 PM on the Scan clock and continue to allow all voters already 

in line to vote.  

B. Bring the line of voters inside the building, if possible.  

C. Send Greeter to stand at the end of the line so no one else joins the line after 7pm.                                

3 

A. Send a "Handy Message" through the ePollBook: "Still have voters in line,    

cannot close Polls" OR "Processed last voter" (meaning the last voter has 

signed in) depending on your status.  

 

 4 
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5  

6 Suspend Controllers (Both Judges work together on one Controller at a time): 

A. Select “Menu” at the top of the screen. 

B. Select “Suspend Polls.”  

C. Enter the Suspend Polls Code found on passwords form and select “Accept” 

D. The Suspend Polls Report will print automatically. 

E. After the Suspend Polls Report is finished printing, print the Access Code Summary 

report. 

F. Tear off and keep all reports to use when completing the Early Voting Daily       

Reconciliation Envelope. 

EV Suspending Polls - Last Day 



G. Press the red power button on the back of the Controller. Wait for the Controller 

to completely power down and display a black screen. 

H. Break down the Controller: 

• Unplug the Barcode reader and put it in the equipment box. 

• Use the blue key to unlock the tablet.  

• Undock the tablet by lifting it up. 

• Seat the tablet in the storage compartment located in the lid of the case. 

• Use the blue key to lock the tablet in place. 

• Turn the latch to the left to further secure the tablet. 

• Shut the Controller case. 

I. Repeat on each Controller. 

EV Suspending Polls - Last Day 
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Before closing Scan, if any voters used the Emergency slot that day, both 

Judges working together must: 

 

A. Open the Emergency Slot on the back of the Ballot Box and remove the 

Ballots. Be sure to check the entire contents of the pouch to ensure 

you have retrieved all of them. 

B. Attempt to scan the Ballots into the Scan trying all four directions.  

C. Any Ballots that will not scan must be placed into the Emergency Slot    

Envelope with any Ballots already in the envelope from previous days.  

D. Place the Emergency Slot Envelope into the Scan case, even if it holds 

no Ballots.   

E. After the Judges sign the yellow Chain of Custody form place it in the 

Scan case. 

F. Seal the Scan according to instructions that follow. 

G. If the Emergency Slot Envelope does not fit inside the Scan, call 713-

755-1617 Option 04 to get further instructions. 
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A. Press the blue Poll Worker button on the back of 

the Scan. 

B. Select “Suspend Polls” on the tablet screen. 

C. Enter the Suspend Polls Code and Select Accept”. 

D. The Suspend Polls Report will print automatically. 

E. From screen “The Polls are Suspended”, select 

Print Ballot Count. Tear off to use when filling out 

Early Voting Daily Reconciliation Envelope and 

when suspending polls on ePollBook.   

F. Print a second copy and leave on the Scan.  

G. Both Judges sign the report tape. Insert the tape in 

the envelope to use later.  

S U S P E N D I N G  &  C L O S I N G  

EV Suspending Polls - Last Day 

Break down the Scan: 

A. Unlock tablet using the blue key. 

B. Undock the tablet by lifting it up. 

C. Store the tablet in the compartment—located in the lid of the case. 

D. Use the latch in the upper left hand corner to secure the tablet. 

E. Lock Tablet in place using the blue key. 

F. Shut the Scan case. 

G. Repeat on each Scan. 

8 

7 Suspend Scan: 
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9 

EV Suspending Polls - Last Day 

Complete Daily Reconciliation Envelope 

(use the corresponding report tapes): 

A. Retrieve Early Voting Daily Reconciliation Envelope 

from the Work Folder. 

B. On Early Voting Daily Reconciliation Envelope use 

the printed tapes to fill out the highlighted sections as 

shown to the right for the Controllers and Scan(s). 

C. Both Judges MUST sign and date report tapes & the 

Daily Reconciliation Envelope. 

D. Replace the Suspend Polls Reports and Access 

Code Report into the Reconciliation Envelope. 

E. Call 713-755-6965 to report your end of day totals. 

10 Suspend Polls on ePollBook:  

Judge suspends polls on the Judge’s ePollBook. Using 

the report tapes in the Daily Reconciliation Envelope 

record the end of day totals for each Controller: 

A. Go to “Judge Admin Menu”. 

B. Select “Suspend Poll”. 

C. Answer the three questions. The last question,  

“Do you have any Emergency Slot Ballots that 

could not be scanned” is new. You will mark daily if 

there are any Ballots the Judges were unable to 

scan that day and are now in the Emergency Slot      

Envelope. Do not include unscanned ballots from 

previous days.     

D. Select “Suspend Poll”. A pop-up window will open 

to confirm you want to suspend the polls. Once 

you select “Yes” you will not be able to process 

any additional voters. 
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EV Suspending Polls - Last Day 

A. Confirm you have completed the two tasks at the top 

of the screen by selecting the red boxes.  

B. Starting with white tape Controller, Select yellow 

“Add Record” button at bottom. 

C. In the pop-up window, enter the serial number of the 

controller found on the handle area of the machine. 

D. Choose the tape color from the drop-down menu, 

then select “Submit.” 

E. Enter the totals in the boxes. 

F. Take photo of the Access Code Report by holding 

your finger on the picture of the camera until the 

camera opens. Select “Use Photo” when you have a 

usable picture. 

G. Repeat steps for other Controller(s) and Scan(s), 

one at a time. Take picture of Ballot Count for Scan. 

H. When adding the information for the Scan, check the 

box at the top. 

I. Put in the number of Provisional Affidavits and 

Spoiled Ballots you logged that day. 

After selecting “OK” in the pop-up box,    

select  “Enter End Of The Day Totals.”  

J. Only after you have entered the numbers 

and taken photos for all the machines will 

BOTH Judges sign and then tap the 

“ACCEPT” button. 

Suspend Polls on other ePollBooks: 

A. Go to “Judge Admin Menu.” 

B. Select “Suspend the Polls.” 

C. Answer questions. Do not re-enter totals on 

the other ePollBooks. 

11 

12 
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EV Suspending Polls - Last Day 

Secure Controller (for each Controller, complete the following): 

A. Place each Controller in the Equipment Caddy. 

Pack up the Duos & Booths : 

E. Unlock the Booths and remove the Duos. 

F. Place the Duos in the Equipment Caddy. 

G. Dissemble the Booths.  

H. Place the disassembled Booths and Privacy Screens in the Booth Bags. 

I. Put the Booth Bags in the Equipment Caddy. 

13 

14 

A. After the Controllers and the Scan are powered down, power off each Duo by pressing            

the red power button on the back of the Duo. 

B. Wait for the screen to go black before starting to break down the Duo. 

C. Remove privacy screens. 

D. Breakdown the Duos: 

• Unlock the tablet using the blue key. 

• Undock the tablet by pulling forward and lifting up. 

• Place the tablet in the compartment. 

• Turn latch in upper left corner to secure the tablet. 

• Use blue key to lock tablet in place. 

• Unlock hinge on the left of Duo. 

• Shut the Duo lid. 
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15 Secure the Ballot Bag:  

EV Suspending Polls - Last Day 

The Constable will need to be at the Vote Center to unlock the second lock on the 

Ballot Box before the next steps may be completed. Both the PJ and AJ will work   

together on these tasks: 

A. Judge unlocks first Ballot Box Lock (right side of front door). 

B. Ask Constable to unlock second Ballot Box Lock                        

(top of the front door). 

C. Open the Ballot Box. 

D. Remove the gray Ballot Bag, gather any Ballots that                  

may have slipped out. 

E. Zip the gray Ballot Bag. 

F. Take a red/orange Seal from the Ballot Box Seal           

Envelope and seal the Ballot Bag. 

G. Document the Seal serial number on the yellow Chain of        

Custody Form. 

H. Both Judges sign the yellow Chain of Custody form. 

I. The sealed Ballot Bag will be given to the Constable.  

J. Collapse the Ballot Box by following the detailed instructions        

on the back of the Ballot Box. 

K. Place the Ballot Box in the Ballot Box carry bag to be given           

to Constable. 

16 Secure the Scan: 

A. Retrieve the Chain of Custody Form from Work Folder. 

B. Take a green seal from the Supply Cabinet. 

C. Document the seal number on the Chain of Custody form and place the form  

inside the Scan with the Emergency Slot Envelope. 

D. Secure the seal around the handle of the Scan. 

E. This will be given to the Constable with other return items. 
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17 Prepare Return Box for Constable: 

A. Have everyone complete time sheets on 

both paper and ePollBook (estimate end of 

day time as the Constable will probably be 

leaving with equipment/paperwork before 

the Vote Center has been fully closed.) 

B. Continue to gather all envelopes and place 

in the Return Box. 

EV Suspending Polls - Last Day 

18 Finish Cleaning Room: 

A. Place name badges back in Supply Cabinet. 

B. Ensure that all equipment has been put away 

and that all paper, forms, postings and signage 

have been returned to their proper location. 

C. Bring in all outside signage and ADA cones, call 

buzzer and ADA parking signs. 

19 Pack up Black E-Pollbook case: 

A. Place all ePollBooks (including translator iPad) to sleep by clicking the button 

on the top left corner. 

B. Pack up ePollBook and place it in the black case (no screen showing). 

C. ePollBook case(s) will go to the Constable, but the large travel case stays at 

the Early Voting location. 
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20 Seal Equipment Caddy, Lock Supply Cabinet: 

A. Take two green seals from the Supply Cabinet. 

B. Record one seal number on the Equipment Caddy Seal Log. Both Judges sign the 

log and place it in the White Return Envelope. 

C. Seal the Equipment Caddy once all Controllers, Duos, booths and other equipment 

has been placed inside. Be sure not to seal it before ensuring that all items that 

must be returned have been set aside. 

D. Record the second seal number on the Supply Cabinet Seal Log. Both Judges sign 

the log and place it in the White Return Envelope. 

E. Lock the Supply Cabinet after all forms boxes, supply tub, extension cords and   

other equipment has been placed inside. Both the top locks and bottom padlock. 

F. Seal the Supply Cabinet. 

G. Put the equipment keys in the Return Box. 

EV Suspending Polls - Last Day 

With Constable: 

A. Both Judges and the Constable complete the yellow Chain of Custody form and 

the white Early Voting Travel Log Chain of Custody. 

B. Call to report that Constable has left at 713-755-6965. 

C. Close and lock the Voting Room once all the clean up work had been completed.  

S U S P E N D I N G  &  C L O S I N G  

20 



For Last Day of Early Voting, the Presiding Judge should set aside the items listed below 

while closing. They will be taken by the Constable. 

EARLY VOTING ITEMS TO RETURN 

A. Ballot Bag 

B. Scan(s) - All Scans, even if not used 

C. Inside the Scan 

• Emergency Slot Envelope  

      (even if empty) 

• Yellow Chain of Custody 

D. Black ePollBook case with all   

ePollBooks, black extension cord, 

MiFi, charging blocks and cables  

inside. 

E. MP-70, if provided 

F. Ballot Box in Carry Bag  

G. Return Box 

H. Completed Early Voting Envelopes: 

• Daily Reconciliation Envelopes 

• RID Envelope(s) 

• Return White Envelope 

• Green Envelope(s) 

• Cancellation of Mail Ballot 

• Daily Spoiled Ballot Envelopes 

I. Provisional Tub 

J. Judge’s Keys 

All equipment and supplies not listed here are to be placed neatly back in the 

Supply Cabinet and remain at the polling location. 
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EV Suspending Polls - Last Day 

Please refer to the Appendix to view the “Items to Give Constable” form and the “Constable 

Travel Log” for more details. 
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Both Judges lock and unlock Ballot Box. 

AJ and one Clerk are paid for set up. PJ receives a stipend that includes an  

amount for their set up pay. 

Equipment Caddy is delivered to Vote Center. 

Constable or Election Official pick up and return required equipment and          

paperwork to Central Count after polls are suspended and paperwork is 

completed. If a Judge chooses to return items themselves, they may do 

so. Please use the white Election Day Travel Log Chain of Custody and 

the Election Day Items to Return reference page which list all the items 

that need to be brought to drop off. 

Pictures of tapes are not required. 

Polls close at 7:00 PM, except for Voters already in line. 

Unlike Early Voting, Election Day is one day of Voting. 

Some voting equipment and materials are picked up by Judges. 

S U S P E N D I N G  &  C L O S I N G  

Election Day Important Highlights   
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A. Close the door at 7:00 PM on the Scan clock and continue to allow all voters already 

in line to vote.  

B. Bring the line of voters inside the building, if possible.  

C. Send Greeter to stand at the end of the line to make sure no one gets in line after 

7:00 PM.                                

1 

A. Send a "Handy Message" through the ePollBook: "Still have voters in line, cannot 

close Polls" OR "Processed last voter" (meaning the last voter has been       

qualified) depending on your status.  

 

 2 

 ED Closing Polls 



141 
S U S P E N D I N G  &  C L O S I N G  

3  

4 Close Polls on Controllers (Both Judges work together on one Controller at a time): 

A. Select “Menu” at the top of the screen. 

B. Select “Close Polls.”  

C. Enter the Close Polls Code found on the front of the Judge’s envelope and select 

“Accept.” 

D. Close Polls Report will print automatically. 

E. After the Close Polls Report is finished printing, print the Access Code Summary 

Report. 

ED Closing Polls 

Insert both reports in the white Envelope 

For Device Reports And Tapes. The 

tapes will be used when filling out the 

Daily Reconciliation form and closing the 

polls on the ePollBook. 

F. Press the red power button on the 

back of the Controller.    



ED Closing Polls 

Before closing Scan, if any voters used the Emergency slot, both Judges working 

together must: 

A. Open the Emergency Slot on the back of the Ballot Box and remove the Ballots. 

Be sure to check the entire contents where Ballots have fallen to ensure you 

have retrieved every one of them. 

B. Attempt to scan the Ballots into the Scan. Try all four directions: arrow up  

pointing inward and outward; arrow down pointing inward and outward.  

C. Any Ballots that will not scan must be placed into the Emergency Slot Envelope 

found in the Judge’s Supply Box. 

D. Place the Emergency Slot Envelope, even if empty, into the Scan itself with the 

orange Chain of Custody form. 

E. Seal the Scan according to instructions on page 147. 

F. If the Emergency Slot Envelope does not fit inside the Scan, contact the       

Elections Office Training Line for further instructions, at 713-755-1617 Option 04. 
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5 

6 

Break down the Controllers: 

A. Unplug the Barcode Reader and set it aside, for now. 

B. Unlock the tablet using blue key.  

C. Undock the tablet by tilting forward and lifting it up. 

D. Place the tablet in the storage compartment located in the lid of the case. 

E. Use the blue key to lock the tablet in place. 

F. Turn the latch to the left to further secure the tablet. 

G. Shut the Controller case. 

H. Repeat on other Controllers. 

I. Place the closed Controllers in the Equipment Caddy. 

Close the Polls on the Scan(s): 



ED Closing Polls 

Both Judges work on the Scan together 

A. Press the Blue Poll Worker button on the back of the 

Scan. 

B. Check the Scan Purple Tape. Replace it if low. 

C. Select “Close Polls” from the tablet screen. 

D. Enter the Close Polls Code and select “Accept.” The 

Close Polls Report will print automatically. This is a long 

report. Once the report has completed printing, tear off 

and put in the white Envelope For Device Reports And 

Tapes.  

E. Print the Ballot Count Report and leave it on the Scan. 

F. Press the red power button on the back of the Scan. 

G. Wait for tablet to go dark before finishing closing process. 
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Break down the Scan: 

S U S P E N D I N G  &  C L O S I N G 

A. Unlock tablet using the blue key. 

B. Undock the tablet by lifting it up. 

C. Store the tablet in the compartment in the lid of the case. 

D. Use the latch in the upper left hand corner to secure the tablet. 

E. Lock Tablet in place using the blue key. 

F. Shut the Scan case. 

G. Repeat on each Scan. 

7 

 Close Polls on the Scan: 7 
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Reconciliation (utilize the corresponding report tapes): 

A. Retrieve Reconciliation Log and printed report tapes. 

B. Fill out ALL “After Polls Close” and “End of Day (PM)” sections of the           

Reconciliation Log. 

C. Both Judges need to sign the Envelope. 

D. The Reconciliation Log is a triplicate form: 

• Place the White copy into envelope 2. 

• Place the Pink copy into Envelope 3. 

• Place the blue copy in the Scan. 

E. Place Report/Tapes from all Controllers and Scans at your location in          

Envelope For Device Reports/Tapes. 

Pack up the Duos & Booths : 

A. After the Controllers and the Scan are powered down, power off each Duo by 

pressing the red power button on the back of the Duo. 

B. Remove privacy screens. 

C. Breakdown the Duos: 

• Use the blue key, turn the lock just right of the tablet. 

• Undock the tablet by lifting up. 

• Place the tablet in the lid compartment. 

• Turn latch in upper left corner to secure the tablet. 

• Use blue key to lock tablet in place. 

• Unlock hinge on the left of Duo. 

• Shut and latch the Duo. 

D. Remove the Duos from the Booths. 

E. Place the Duos in the Equipment Caddy. 

F. Disassemble the Booths.  

G. Place the disassembled Booths and privacy screens in the Booth Bags. 

H. Put the Booth Bags in the Equipment Caddy. 

ED Closing Polls 

8 

9 
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Close polls on ePollBook 

Close the polls on the ePollBook and, using the information on the Reconciliation Log, 

record the End of Day totals for each Controller: 

A. Go to “Judge Admin Menu.” 

B. Select “Close Poll.” 

• Answer questions.  

 

 

 

 

 

 

 

 

 

C. Select “Close Polls” in the lower corner. A confirmation popup window will open. 

Select: “YES” 

D. The Judge Admin Menu will reopen with Close Polls greyed out and a pop up       

window instructing you to enter the end-of-day totals.                                              

DO NOT ENTER END-OF-DAY TOTALS. 

E. Select “OK” 

F. Close Polls on all other ePollBooks. 

G. Ensure the paper and ePollBook time sheets                                                        

have been completed by all Election Workers. 

ED Closing Polls 

10 
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Secure the Ballot Bag:  

All ballots must stay in the Ballot Bag. The Ballot Bag will be returned to 

Harris County at the end of Election Night. 

Both Judges must complete this task together. 

A. Break the red/orange Seals on the Ballot Box and put 

the seals in the Ballot Box Seal Log envelope. 

B. Unlock front Ballot Box Lock (right side of front door). 

C. Open the Ballot Box, remove the gray Ballot Bag, and 

gather any Ballots that may have slipped out. 

D. Zip the gray Ballot Bag. 

E. Take a red/orange Seal from the Seal Envelope in the 

Judge Supply Box and seal the Ballot Bag. 

F. Retrieve the orange Chain of Custody form from the 

Work Folder.  

G. Document the Ballot Bag Seal Number on the orange 

Chain of Custody form. 

H. Collapse the Ballot Box by following the detailed       

instructions on the back of the Ballot Box. 

I. Set aside the Ballot Box, in the Ballot Box carry bag, 

and the Ballot Bag (with Ballots inside). These items 

will be returned at the end of the night. 

11 

ED Closing Polls 



A. Retrieve the Chain of Custody form from the Work Folder. 

B. Place the following forms in the scan before sealing it: 

• Blue copy of Reconciliation Log 

• Orange Chain of Custody Form 

• Emergency Slot Envelope with any Ballots from the Emergency Slot 

C.  Take a green seal from the Seal Envelope in the Judge Supply Box. 

D.  Document the seal number on the Chain of Custody form and place form inside the Scan. 

E.  Both Judges sign the Chain of Custody form. 

F.  If there are any ballots from the Emergency Slot which were not scanned, make sure to    

place them inside the Emergency Slot Envelope and put into the Scan. If the Emergency Slot 

Envelope does not fit inside the Scan, contact the Elections Office Training Line for further in-

structions, at 713-755-1617 Option 04. 

G.  Secure the seal around the handle of the Scan. 
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Secure the Scan: 

Both Judges must complete this task together. 

ED Closing Polls 

13 

Prepare envelopes and documents for Supplies Return:                              

Envelope 1—Reasonable Impediment Declaration (RID) envelope 

Envelope 2—To Elections Administrator 

Envelope 4—Voter Registration Envelope 

Envelope 5—Provisional Ballot Envelope 

Envelope 6—Spoiled Ballots 

14 



Pack up Black ePollBook Case: 

A. Place all ePollBooks to sleep by clicking on the left top corner. DO NOT ever 

turn off ePollBooks, only put screen to sleep. 

B. Pack up ePollBooks and place in the black case with screens facing into each 

other so they are protected from scratching. 

C. Place charging cords and blocks in a black case. 

D. Unplug MiFi (or MP-70 if provided), turn off the power, and place MiFi inside the 

black case with charging cable. 

Seal Equipment Caddy: 

A. Take a green seal from the Judge Supply Box. 

B. Record the seal serial number on Equipment Caddy Seal Log. 

C. Both Judges sign the Equipment Caddy Seal Log. 

D. Ensure that none of the items that are supposed to be returned to   

Harris County on Election Night are in the Equipment Caddy. 

E. Seal the Equipment Caddy. 
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ED Closing Polls 

15 

16 
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For Election Night Return, the Presiding Judge should set aside the items listed below as they 

close the Vote Center. Also set aside the Election Day Travel Log Chain of Custody Form. 

ELECTION NIGHT ITEMS TO RETURN 

A. Ballot Bag 

B. Scan(s) - All scans, even if not used 

C. Inside Scan, if it fits: 

• Emergency Slot Envelope  

      (even if empty) 

• Orange Chain of Custody 

• Blue Reconciliation Log form 

D. Black ePollBook case with all       

ePollBooks, black extension cord, 

MiFi, cables, and charging blocks   

inside. 

E. MP-70, if provided 

F. Ballot Box in Carry Bag 

G. Unused Ballot Paper 

H. Judge Supply Box 

I. Completed Election Day Envelopes: 

• #1 RID (Purple Label) 

• #2 To EA (White Label) 

• #4 To Voter Registrar (Green    

Label) 

• #5 Provisional Envelope with seal 

signed by PJ and AJ (Yellow    

Label) 

• #6 Spoiled Ballots - Tan Label 

ED Closing Polls 

• Refer to the Appendix to view “Items to Give Constable” and “Constable Travel Log.”  

• A Deputized Elections Representative or Constable may pick up these items. The oath to 

give to the driver is on the white Election Day Travel Log Chain of Custody form. Both      

Judges and the driver sign the form. If the PJ wishes to take the items to drop off they may. 

• Call 713-755-6965 to report that return items are on their way to Drop Off. 

All equipment and supplies not listed here are to be placed neatly back in the 

Equipment Caddy, which will be sealed and remain at the Vote Center. Place the 

equipment keys in the plastic pouch hanging on the Equipment Caddy. 

Close and Lock the Vote Center. 

S U S P E N D I N G  &  C L O S I N G  



TROUBLESHOOTING 
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If no solutions work, call Tech 

Line at 713-755-1617, option 05. 

Problem may be with Controller. 

Check Verity Cables beginning 

with first Duo connected to the 

Controller. 

Check connections to Controller 

and Duo: Is the Verity Cable   

completely inserted? 

Remove Verity Cable from        

Controller and 1st Duo in line,     

wait a few seconds and reinsert. 

If connection was established, Duo 

will power on and complete set up. 

Still no connection? Exchange   

Verity Cable between Controller 

and 1st Duo with the Verity Cable 

connecting the last two Duos. 

Wait to verify whether the Controller     

recognized the first Duo using the                

exchanged cable. 

Proper connection can be verified 

by checking to see if a green Duo 

icon appears on the Controller 

screen for each Duo. 

 

Verity Data Cables 

1 

2 

3 

4 

5 

6 

7 

8 

Troubleshooting Daisy-Chaining 



Daisy-Chaining Power Cables 
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Check that all Three-Prong and 

Round Plug power cables are 

snuggly inserted on all Duos. 

Check Power Block on back of 

Duo booth - is a green light 

showing? If not, check that all 

plugs are securely inserted. 

Check power light on back of Duo 

next to red power button. If not on, 

check that the Round Power    

Cable plug is securely inserted. 

Check power light indicator on 

right side base of the Duo Case.               

Red indicates power is being    

received but the tablet is not 

properly docked. Firmly redock, 

lean back and lock tablet. 

Is the surge protector plugged into 

a  power source (wall outlet)?                            

Is the surge protector turned on? 

Plug Three-Pronged Duo 

Power Cable into a different 

outlet on surge protector.  

Try plugging a different surge protector 

into the power source (wall outlet). If 

still no power, reconfigure the power 

cords to use different wall outlet. 

Are all power cords fully plugged  

into the power kit on the back of the 

Duo booth? Especially check the 

“Next” daisy chain plug and the 

ports on the power block. 

Power Cables 

1 

2 

3 

4 

5 

6 

7 

8 
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Troubleshooting Paper Jams 

To address Duo paper jams, Hart has designed a new Paper Path Guide. 

This Guide is specifically constructed to prevent Ballot Paper from 

entering at an angle and to allow only one sheet of ballot paper to be 

inserted at a time. 

 

The Guide will be installed on all Duos and remain in place at all times. 

Access to the Duo printer, if necessary, is unchanged - lift the printer 

cover, which is situated behind the Paper Path Guide. 



Checklists 



 
EV & ED Vote Center Setup - Judge duty (J) / Clerk duty (C) 
 

Any task preceded with (C) signifies a Judge can assign the task to a Clerk. However, a Judge may 

complete the task as well. A task preceded by (J,C) requires assistance from a Judge at some point 

before its completion. 

 

☐ (J) Break and log seals on Supply Cabinet (EV) and Equipment Caddy (EV & ED) (page 31) 

☐ (J) Assign Election Workers to perform setup items below, many tasks can be simultaneous (page 32) 

☐ (J) Refer to Manual and floor plan for Vote Center setup (page 32) 

☐ (C) Position Voter, Qualifying, Duo Go, Greeter and Judges Tables (page 32) 

☐ (C) Run power cord(s) out of voter’s path and place surge protectors as appropriate (page 32) 

☐ (C) Set up ePollBooks and MiFi (pages 44, 45) 

☐ (J) Call Tech line (713-755-1617, option 5) to confirm ePollBooks are online and charging (page 45) 

☐ (C) Organize Voter, Qualifying and Greeter Tables (pages 32, 47) 

☐ (C) Assemble Booths (page 33) 

☐ (C) Daisy Chain Booth Power Cables without Duos attached (pages 34, 35) 

☐ (C) Attach and secure Duos to Booths (page 36) 

☐ (C) Daisy-chain Verity Data Cables (pages 38,39) 

☐ (C) Connect ATIs (page 41) 

☐ (C) Perform Duo power test (pages 42, 43) 

☐ (C) Place Duo Go on Duo Table and plug in to charge (page 40)) 

☐ (C) Attach Laminated Booth numbers to bottom of Duo case handle (page 73) 

☐ (J,C) Unlock, seat tablet and close Duo cases (page 43) 

☐ (C) Unplug Duos from surge protector, unplug wall power (page 43) 

☐ (C) Attach Privacy Screens (page 33) 

☐ (C) Construct and place Poster Board Signs (page 46) 

☐ (C) Post all legally required indoor signage (page 46) 

☐ (J) Perform personnel tasks (page 50) 

☐ (C) Prepare for departure (pages 51,52) 

☐ (J) For Election Day only - PJ take ePollBook Case Home (page 52) 

☐ (J) Close and lock voting Location (pages 51, 52) 
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EV Opening Vote Center - Judge duty (J) / Clerk duty © 
 

☐ (C) Prepare Voting Lines – must be done in order 

☐  (J) Both Judges remove and log seal from Equipment Caddy (page 57) 

☐  (J) Remove Manual, Checklists (page 57) 

☐  (C) Remove ePollBook Case, plug in and turn on MiFi or MP70 if provided (page 58) 

☐  (C) Plug in, wake up and log on to ePollBooks (page 58) 

☐ (J,C) Prepare Controllers, Ballot Box, Scan and Duos (pages 62-65) 

☐ (C) Plug in Bar Code Reader (page 64) 

☐ (C) Plug in and power on Controllers (page 65) 

☐ (C) Print Reports for each Controller (page 65) 

☐ (C) Set up Ballot Box and Ballot Bag (pages 66, 68) 

☐ (J,C) Set up Scan (page 69) 

☐ (J) Constable confirms Ballot Bag empty, locks bag in Ballot Box with Judge (page 67) 

☐ (C) Plug in and power on Scan (page 70) 

☐ (C) Print reports for the Scan (page 70) 

☐ (J,C) Set up Duos (page 72) 

☐ (C) Apply power to Duos (page 72) 

☐ (C) Assign booth numbers on Duos (page 74) 

☐ (J) Verify zero report (page 75)  

☐ (C) Open Polls on each Controller and Scan (pages 75,76) 

☐ (C) Prepare Location -  

☐ (J) Prepare Judges Table (pages 60, 61) 

☐ (J) Prepare Ballot Paper (page 59) 

☐ (C) Prepare Curbside Voting Buzzer and Receiver (page 60) 

☐ (C) Complete ePollBook ADA checklist (pages 77, 78) 

☐ (J) Prepare staff (oaths, name badges) (pages 61,170) 

☐ (J) Ensure all posted signage is still in place (pages 60, 61) 

☐ (C) Send “Polls Open” message through ePollBook (pages 55, 56) 

☐ (J) MANAGE PAPERWORK (filing, etc.) THROUGHOUT THE DAY 
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EV Suspending Polls Daily - Judge duty (J) / Clerk duty (C) 
 

☐ (C) At 7:00 PM on Scan clock, stop admitting new Voters by putting at end of line (page 118) 

☐ (J) At 7:00 PM send ePollBook message on status of poll (page 118) 

☐ (C) Bring all outside signage, ADA remedies and Curbside Buzzer inside (page 118) 

☐ (C) Ensure all trash and debris are picked up and discarded (page118) 

☐ (J) Ensure Paper and ePollBook Time Sheet has been completed (page 125) 

☐ (J) Both Judges suspend polls on all Controllers (page 119) 

☐ (J) If Ballots were put in Emergency Slot, remove and attempt to scan (page 121) 

☐ (J) Both Judges suspend Scan (page 121) 

☐ (C) Power Off Duos (page 122) 

☐ (J) Dismiss Clerks once they have completed their tasks  

☐ (J) Complete Daily Reconciliation Envelope (page 123) 

☐ (J) Seal Controllers and Scan (page 125) 

☐ (J) Suspend polls on ePollBooks (page 123) 

☐ (J) Enter end of day totals on Judge ePollBook (page 124) 

☐ (J) Organize paperwork (RIDs, SORs, Seal Logs) (page 125) 

☐ (J) Call 713-755-6965 to report daily vote totals (page 119) 

☐ (J) Fill, close, lock and seal Supply Cabinet (page 126) 

☐ (J) Close and lock Vote Center, taking Equipment Keys with you (page 126) 
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EV Last Day Suspending Polls- Judge duty (J) / Clerk duty (C) 
 

☐ (J) Send ePollBook message when Constable arrives (page 127) 

☐ (J) At 7:00 PM on Scan clock, stop admitting new Voters by putting Clerk at end of line (page 128) 

☐  (C) Gather and place all ADA remedies in Equipment Caddy (page 129) 

☐ (C) Retrieve, disassemble and put Curbside Buzzer components in Equipment Caddy (page 129) 

☐ (C) Gather all signage and unused forms and return to Supply Cabinet (page 129) 

☐ (J) Both Judges suspend all Controllers (page 129) 

☐ (J) If Ballots were put in Emergency Slot, remove and attempt to scan (page 130) 

☐ (J) Both Judges suspend and secure Scan (page 131 ) 

☐ (C) Break down Controllers and place in Equipment Caddy (page134) 

☐ (J) Secure the Ballot Bag (page 135) 

☐ (C) Collapse Ballot Box (page 135) 

☐ (C) Power off, break down, and place Duos and Duo Booths in Equipment Caddy (page 134) 

☐ (C) Ensure all trash and debris are picked up and discarded (page 136) 

☐ (C) Break down and store tables and chairs (unless instructed otherwise by the location) 

☐ (C) Ensure paper and ePollBook time sheets have been completed (page 136) 

☐ (J) Complete Daily Reconciliation Envelope (page 132) 

☐ (J) Suspend polls on ePollBooks (pages 132, 133) 

☐ (J) Gather all daily envelopes and place in return box for Constable (page 136) 

☐ (J) Call 713-755-6965 to report daily vote total (page 132) 

☐ (C) Pack up ePollBook Case (page 136 ) 

☐ (J) Dismiss Clerks when duties completed  

☐ (J) Seal Equipment Caddy, lock and seal Supply Cabinet (page 137) 

☐ (J) Place both Equipment Keys in return box (page 137) 

☐ (J) Gather all materials and equipment to be taken by Constable (page 138) 

☐ (J) Complete yellow Chain of Custody Form with Constable (page 137) 

☐   (J) Complete the white Early Voting Travel Log Chain of Custody with Constable (page 137) 

☐ (J) Call 713-755-6965 to report Constable has left (page 137) 

☐ (J) Close and lock the Vote Center, taking Equipment Keys with you (page 137) 

158 
C H E C K L I S T S  



159 

ED Opening Vote Center - Judge duty (J) / Clerk duty (C) 

☐ (C) Prepare Voting Lines – must be done in order 

☐  (J) Both Judges remove and log seal from Equipment Caddy (page 62) 

☐  (J) Remove Work Folder, Checklists (page 57) 

☐  (C) Remove ePollBook Case, plug in and turn on MiFi or MP70 if provided (page 57) 

☐  (C) Plug in, wake up and log on to ePollBooks (page 58) 

☐ (C) Prepare Controllers, Ballot Box, Scan and Duos (pages 62 – 72) 

☐ (C) Plug in Bar Code Reader (page 64) 

☐ (C) Plug in and power on Controllers (page 65) 

☐ (J) Print reports for each Controller (page 65) 

☐ (C) Set up Ballot Box and Ballot Bag (page 66) 

☐ (C) Set up Scan (page 69) 

☐ (C) Plug in and power on Scan (page 70) 

☐ (J) Print reports for the Scan (page 70) 

☐ (C) Set up Duos (page 72) 

☐ (C) Apply power to Duos (page 72) 

☐ (C) Assign booth numbers on Duos two at a time, pausing briefly between each two Duos (page 74) 

☐ (J) Verify Zero Report (page 76) 

☐ (J) Open Polls on each Controller and Scan (page 76) 

☐ (C) Prepare Location - (pages 57 - 61) 

☐ (J) Organize materials/prepare Judges Table (page 61) 

☐ (J) Prepare Ballot Paper (page 59) 

☐ (C) Prepare Curbside Voting Buzzer and Receiver (page 60) 

☐ (J) Prepare staff (oaths, name badges) (pages 61, 170) 

☐ (J) Ensure all posted signage is in place (page 61 ) 

☐   (J) Send “Polls Open” message through ePollBook (pages 55, 56) 

C H E C K L I S T S  

☐   (J)  Post the number of Voters who have voted at two-hour intervals beginning at 9:30 AM                 

and running through 5:30 PM (page 24) 

☐ (J) MANAGE PAPERWORK (filing, etc.) THROUGHOUT THE DAY 



ED Closing Vote Center - Judge duty (J) / Clerk duty (C) 
 

☐ (C) At 7:00 PM on Scan clock, stop admitting new Voters to voting line (page 140) 

☐ (J) At 7:00 PM on Scan clock, stop admitting new Voters by putting Clerk at end of line (page 140) 

☐  (C) Gather and place all ADA remedies inside Vote Center (page 141) 

☐ (C) Retrieve, disassemble and put Curbside Buzzer components in Equipment Caddy (page 141) 

☐ (C) Gather all signage and unused forms and return to Equipment Caddy (page 141) 

☐ (J) Both Judges close polls on Controllers (page 141) 

☐ (C) Break down Controllers and place in Equipment Caddy (page 142) 

☐ (J) If Ballots were put in Emergency Slot, remove and attempt to scan (page 142) 

☐ (J) Both Judges close polls and secure Scan (pages 142, 143) 

☐ (J) Immediately after closing the polls for voting on election day, the Presiding Judge or Alternate Judge 

shall print and sign the tape to show the number of votes cast for each candidate or ballot measure for     

each voting machine.  

☐ (J) Secure the Ballot Bag (page 146) 

☐ (C) Collapse Ballot Box (page 146) 

☐ (C) Power off, break down, place Duos and Duo Booths in Equipment Caddy (page 144) 

☐ (C) Ensure all trash and debris are picked up and discarded (page 136) 

☐ (C) Break down and store tables and chairs (unless instructed otherwise by the location) 

☐ (J) Ensure paper and ePollBook time sheets have been completed (page 145) 

☐ (J) Complete Reconciliation Log (page 144) 

☐ (J) Close polls on ePollBooks (page 145) 

☐ (J) Gather Envelopes for drop off (147) 

☐ (C) Pack up ePollBook Case (page 148) 

☐ (J) Gather all materials and Equipment for drop off (page 149) 

☐ (J) Dismiss Clerks when duties are complete 

☐ (J) Seal Equipment Caddy (page 148) 

☐ (J) Place Equipment Keys in plastic pouch hanging on Equipment Caddy (149) 

☐ (J) Complete orange Chain of Custody Form (page 149) 

☐   (J) Complete the white Election Day Travel Log Chain of Custody (page 149) 

☐ (J) Call 713-755-1617 to report return items on their way to drop off (page 149) 

☐ (J) Close and lock Vote Center (page 149) 
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Appendix 



Appendix 
 

Set-Up and Opening Polls 

163 - Payment Information & Procedures 

164 - Relieving an Election Worker From Duty 

165 - Early Voting Seal Logs: Supply Cabinet, 

 Equipment Caddy and Controller  

166 - Early Voting Seal Logs: Scan, Ballot Box and                              

 Provisional Tub  

167 -  Election Day Seal Logs: Equipment Caddy 

 and Ballot Box  

168 - Early Voting Chain of Custody 

169 - Election Day Chain of Custody  

170 - Oath of Officers of Election 

171 - Oath of Officers of Election continued 

172 - Ballot Paper Signature/Initials 

Processing Voters 

173 - Acceptable Forms of ID for Voting (List A) 

174 - Oath of Assistance and Interpreter 

175 - Instructions for Statement of Residence 

176 - Statement of Residence Form 

177 - Instructions for Cancelling Ballot by Mail 

178 - Request to Cancel Ballot by Mail 

179 - Acceptable Forms of ID for Reasonable 
            Impediment Declaration (RID) Voting (List B) 

180 - Reasonable Impediment Declaration  
             Instructions 

181 - Reasonable Impediment Declaration Form 

182 - List of Reasonable Impediment Declaration  

             (RID) Voters 

183 - Register of Spoiled Ballots 

184 - Provisional Voting Instructions 

185 - Affidavit of Provisional Voter 

186 - Notice of Provisional Voter 

Processing Voters (continued) 

187 - Tax Office Cure Map 

188 - List of Provisional Voters 

189 - Registration Omissions List 

 

End of Day 

190 - Early Voting Daily Reconciliation Envelope 

191 - Election Day Reconciliation Log 

192 - Election Day Envelope for Device Reports/ 

            Tapes 

193 - Early Voting Constable Travel Log 

194 - Election Day Constable Travel Log 

195 - Early Voting Items to Give Constable 

196 - Election Day Items to Return 
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PAYMENT INFORMATION & PROCEDURES 

Election Workers are paid as follows 

Presiding Judge: $20 per hour 

Alternate Judge: $17 per hour 

Clerks / Student Clerks / ESS: $17 per hour 

Election workers are considered temporary            

employees of Harris County. To allow for a more 

streamlined process and quicker payment, Harris 

County utilizes A1 Personnel to manage payroll for   

all temporary employees. 

All Election Workers will sign in and out using the 

ePollBook as well as complete the hard copy of the 

compensation sheet as a backup. 

A-1 Personnel 

All Harris County election workers are processed 

through A1 Personnel. For the first election worked, 

paperwork with A1 must be completed. In subsequent 

elections, you will only have to update information 

that has changed. 

To avoid significant delays in payment, any   

Judges or Clerks who have not registered with A1 

in a previous election must do so prior to Election 

Day: 

https://a1personnel.securedportals.com/apply/

acct_login.aspx?package_id=11 

  

Or scan the QR Code below: 

 

 

 

 

 

 

Payment Policies 

 

Setup and Supply Pickup/Drop-off:  

Early Voting- Attending and helping set up the vote 

center is mandatory for ALL election workers 

 

 

assigned to the location. All will be paid their hourly 

rate. Setup should be complete within two hours. 

Election Day:  

The PJ, AJ, and one clerk will participate in setting up 

the vote center. The AJ and one Clerk will be paid 

their normal rate for up to two hours for setup. 

Supply Pickup/Drop-off:  

The PJ will receive an additional $100 for setup,   

supply pickup, and drop-off. Training:  

Judges and Clerks will be paid for required training at 

their hourly rate if they attend training, work the    

election, and submit a timesheet. Workers must be 

registered with A1 and submit a paysheet to be   

compensated. Persons who take training but do not 

work the election will not be paid for training. 

Lunches/Breaks:  

All judges and clerks working more than 8-hour shifts 

are required to take a 30-minute lunch break. Lunch 

breaks must be recorded and are not paid. As     

workload permits, election workers should be given 

two 15-minute breaks. 

Cell Phones: 

PJs and AJs will receive additional compensation for 

their use of personal cell phones during the voting 

period. Election Judges will be paid an additional $20 

for Early Voting and $5 for Election Day. 

Recording Time: 

While we expect work can be conducted within a   

certain quantity of hours, you should record actual 

hours worked when recording time for compensation. 

Please do not round up to next hour; indicate closest 

quarter hour to actual time worked. 

For questions about payment:  

A1 Personnel:  

electionhc@a1personnelinc.com  

Harris County Payroll:  

election.payroll@vote.hctx.net 
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 RELIEVING AN ELECTION WORKER FROM DUTY 

Election Judges or Clerks may be relieved of  

duty for any of the following: 

• Intimidating, threatening or coercing Voters 

• Influencing a Voter’s vote 

• Unlawfully assisting a Voter 

• Unlawfully divulging the way a Voter has 

voted 

• Unlawfully revealing voter information 

• Unlawfully permitting or preventing deposit 

of a Ballot 

• Making terroristic threats 

• Official oppression, including sexual        

harassment 

• Falsifying hours on a time sheet 

• Failure to secure voting equipment (Duos, 

Controllers, Scans, ePollBooks) properly 

• Failure to treat Election Workers and Voters 

with respect, including using racist language 

or engaging in political commentary 

• Repeated failure to comply with voting    

procedures covered in training 

• Failure to allow high ESS (or whomever is 

assigned) to update the wait-time tool or 

providing false information in the tool 

• Failure to follow the laws, rules, and        

procedures of the state of Texas and/or of 

Harris County 

 

Procedure for removing Election Workers 

1. Harris County Elections Administration Staff 

member will seek confirmation of             

allegations. 

2. If complaint is confirmed, Harris County staff 

member may issue warning or termination 

(depending on severity). 

3. If worker engages in conduct for which they 

have been warned for a second time, the 

worker may be terminated. 

4. Workers who exhibit threatening behavior or 

make derogatory, racist, sexist, or            

homophobic statements at the Vote Center 

may be immediately terminated. 

5. Complaints, warnings, and terminations will 

be logged for review of future appointments. 

6. In elections where parties nominate Election 

Workers, Harris County will advise the     

appropriate political party of the warning or 

termination. 

7. For Election Day, Election Worker issues 

will be discussed with the political party who 

nominated them and will seek agreement on 

removal. 

 

Note: During Early Voting, neither the PJ 

nor the AJ has the authority to fire any 

Clerk. The Harris County EA staff must be 

notified and consulted regarding any        

allegations of wrongdoing by a Clerk. The 

Harris County EA will determine the        

necessary course of action will advise the 

caller of same. 



EARLY VOTING SUPPLY CABINET, EQUIPMENT CADDY, & CONTROLLER SEAL LOGS 

(place in Return White Envelope) 
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EARLY VOTING SCAN, PROVISIONAL TUB, AND BALLOT BOX SEAL LOGS 

(place in Return White Envelope) 
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(place in Provisional Tub) 



ELECTION DAY EQUIPMENT CADDY AND BALLOT BOX SEAL LOGS 

(place in Envelope 2—white) 
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EARLY VOTING CHAIN OF CUSTODY (Yellow) 

(place in Scan) 
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ELECTION DAY CHAIN OF CUSTODY (Orange) 

(place in Scan) 
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OATH OF OFFICERS OF ELECTION 

(EV - place in Return White Envelope, ED - place in Envelope 2, white) 
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OATH OF OFFICERS OF ELECTION 

(EV - place in Return White Envelope, ED - place in Envelope 2, white) 



PLACEMENT ON BALLOT PAPER  

(EV - Election Administrator initials, ED - PJ signature) 

172 



173 



174 

OATH OF ASSISTANCE & INTERPRETER 

( EV - place in Return White Envelope,  ED - place in Envelope 2, white) 



 
INSTRUCTIONS FOR STATEMENT OF RESIDENCE (SOR)  

175 



 

STATEMENT OF RESIDENCE (SOR)  

(EV - place in Green Envelope, ED - Place in Envelope 4 [green] ) 
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Early Voting Envelope 



INSTRUCTIONS FOR CANCELLING BALLOT BY MAIL 

177 
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REQUEST TO CANCEL BALLOT BY MAIL 

EV - Place in Cancellation of Mail Ballot envelope  

ED - Place in Request to Cancel Application for a Ballot By Mail envelope 

 

 



ACCEPTABLE FORMS OF ID FOR REASONABLE IMPEDIMENT DECLARATION (RID) VOTERS 

179 



REASONABLE IMPEDIMENT DECLARATION (RID) INSTRUCTIONS 

180 

 



REASONABLE IMPEDIMENT DECLARATION (RID) FORM 

EV - Place in Reasonable Impediment Declaration (RID) envelope 

ED - Place in Envelope #1, purple, Reasonable Impediment Declaration (RID) 
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LIST OF RID VOTERS 

EV - Place in Reasonable Impediment Declaration (RID) envelope 

ED - Place in Envelope #1, purple, Reasonable Impediment Declaration (RID) 
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REGISTER OF SPOILED BALLOTS 

EV - Place in Daily Spoiled Ballot envelope, ED - Place in Envelope #6 Spoiled Ballot, tan  

 

 



PROVISIONAL VOTING INSTRUCTIONS 

184 

 

 



 

AFFIDAVIT OF PROVISIONAL VOTER 

EV - Place in sealed Provisional Tub, ED - Place in Envelope #5 Provisional Ballot, yellow 
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NOTICE OF PROVISIONAL VOTER  
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(give to Voter who needs to cure a Provisional Ballot due to having no ID with them) 

 



TAX OFFICE CURE MAP 

(give to Voter who needs to cure a Provisional Ballot due to having no ID with them) 
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LIST OF PROVISIONAL VOTERS 

EV - Place in sealed Provisional Tub, ED - Place in Envelope #5 Provisional Ballot, yellow 

Election Day Envelope 

 



OMISSIONS LIST 

EV - Place in Daily Reconciliation Envelope, ED - Place in #2 white envelope 
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EARLY VOTING DAILY RECONCILIATION ENVELOPE  

Put all daily envelopes together and place on top in white Return Box  
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ELECTION DAY RECONCILIATION LOG  

3 Part Carbonless 
white (put in #2 white envelope), pink (put in PJ pink envelope), blue (put in Scan) 

191 



ELECTION DAY ENVELOPE FOR DEVICE REPORTS/TAPES 

(Place inside #2 Envelope, white) 
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EARLY VOTING CONSTABLE TRAVEL LOG 

(Place on top inside Return Box) 
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ELECTION DAY TRAVEL LOG 

(Place on top inside Judge Supply Box) 

194 



EARLY VOTING ITEMS TO GIVE TO CONSTABLE 

195 



ELECTION DAY ITEMS TO RETURN 

196 
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 ADA (Americans with Disabilities Act)  

• ATI/ Audio Tactile Interface - 08, 
30,41,106,109 

• Accessible Booth– 29, 33, 52, 29, 34, 
35, 36 

• ADA Checklist - 77,78,156,158,159 

• Curbside Voting - 4, 14, 15, 30, 35, 
60,106-109,156,159 

• Legal Requirements - 60,61,155 

• Postings/Signage - 46, 49, 60, 61,136, 
155-160 

• Remedies - 2,16, 60,61,77,78,157-160 

• Voter Assistance - 2, 80,81 

Ballot Bag– 62,67,135,138,146,149, 156, 
158, 159 

Ballot Box - 15, 26, 30, 33,52, 62,66, 68,93, 
130,135,138, 60,167 

Ballot Box Clerk – 15,93 

Ballot by Mail – 1,12,104,105,112,162,176 

• Procedures – 13,16,96,163 

• Request to Cancel Mail Ballot – 177 

• Surrendering Mail Ballot - 176-177 

Ballot Paper– 30, 59, 93, 
94,108,123,132,145,149,153 

• Administrator Stamp (Early Voting) - 
59,93,94 

• Judge Signature (Election Day) - 59,171 

Barcode Reader - 29, 64, 85, 92, 
95,107,120,130,142 

Booths– 29, 30,33,34, 35  

Booth Set-Up - 33, 34, 35 

• Daisy Chaining Power – 36 

• Daisy Chaining Verity Data Cables -     
38 - 39 

• Dock/Undocking Tablet - 42 

• Power Test - 8,43 

• Trouble Shooting - 151 

• Vote Center Set Up - 3,31- 45 

• Vote Center Floor Plan/Configuration – 
32,35 

Cables - 36, 63,138,149, 152 

Data Cable (See Verity Data Cable) - 36, 
39, 130, 134, 151 

• Daisy Chaining Power - 36, 37, 152  

• Daisy Chaining Verity Data Cables - 38, 39, 
151 

• Duo Go Charger - 40, 52 

• E-Pollbook Charging Cable & Charging 
Block – 25, 26, 39, 118, 128, 134 

• Extension Cord – 13, 21 

• MiFi Charger – 25, 26, 32, 33, 39 118, 127, 
128 

• Power Cables (Duo, Controller, Scan) - 17, 
18, 132, 134 

• Surge Protector – 17, 21, 24, 25, 26, 32, 33, 
53, 132, 134 

• Verity Data Cable - 17, 19, 20, 130, 134 

Cell Phone - 02, 25, 52, 54, 135, 136 

• Judge Use - 54 

Closing Vote Center (Close Polls ED) - 97, 
119, 120, 121, 122, 123, 124, 125, 126, 127, 
128 

Constable - 54, 67, 117, 127, 135, 137, 138, 
139, 149  

• Ballot Box Key – 66, 135 

• Close Polls (Last Day of Early Voting and 
Election Day) - 117-138, 139-149 

• Equipment Pick Up - 117, 139 

• Opening Vote Center (1st Day Early Voting) - 
59, 60 

• Travel Log/Chain of Custody - 127, 130, 134, 
135, 137, 138, 142, 147, 149 

Controller – 8, 26, 29, 39, 42, 52, 55, 62, 63, 
64, 65, 74, 75 

• Bar Code Reader – 29, 57, 64, 85, 92, 95, 
107,120, 130, 142 

• Close Poll Procedure - 128, 129, 140, 141, 
143, 145  

• Open Poll Procedure - 8, 54, 57, 76 

• Qualifying Table - 14, 29, 35, 36, 39, 45, 47, 
49, 52, 58,  59, 62, 94, 107 

• Set Up –16, 20, 32, 33, 35, 36, 40, 44, 45, 
52, 66, 117,  

• Tape - 69, 73, 117, 123, 124, 133, 139, 143, 
144  

• Trouble Shooting – 111, 151, 152, 153   

• Vote Center Floor Plan/Configuration – 32, 
35 



Curbside Buzzer – 41, 85, 106-110,135, 
136, 137, 139 

• Curbside Voting - 106 -110 

• Greeter - 04 

DUO – 29 ,33 

• Assign Booths - 74 

• ATI – 41 

• Ballot Paper– 59 

Duo Go – 21 

• ATI – 22, 85 

• DUO - 87 

• Charging - 21, 32, 33, 85 

• Curbside Voting - 85, 86, 87, 88, 89 

• Loading ballot paper – 87 

• Procedures - 88, 89 

Drop-off/Items to Return EV/ED – 
138,147,149 

E-Pollbook – 29,36,39, 44-45,51-52,83-95 

• Ballot by Mail Cancellation -104,105,112 

• Charging – 44,45  

• Checklists – 155-160  

• Close Poll – 139-149 

• Suspend Poll –117-138 

• Handy Message - 54,56,118,127,128,140 

• Processing a Voter - 83 - 94 

• Register of Provisional Voters -100 

• Register of Spoiled Ballots –                   
Appendix – 182 

• Timesheet – 48, 50,125  

• Translation – 44  

Early Voting – 31 

• Differences from Election Day – 31 

Election Day – 31 

Checklists – 155,159 

Vote Center Setup - 30-52 

Open Vote Center – 53 -78 

Closing Vote Center – 97, 119 – 127 

 

 

Election Forms Box (EFB) - 47,57,60,126  

Election Workers - 16 

Electioneering - 24 

Emergencies - 25 

Equipment - 28, 29 

Emergency Ballot Slot– 111 

• Emergency Ballot Slot Envelope - 130 

• Procedures - 13,163 

• Scan – 
69,70,75,110,111,114,115,121,122,124, 
130,131 

Equipment Caddy – 28 

Forms and Instructions (and related notic-
es ) - refer to Appendix 

•  Affidavit of Provisional Voter Form (with 
Attached Envelope) -184 

• Provisional Voting Instructions: image of 
Yellow Cheat sheet (ED) -183 

• Voting a Provisional Ballot - 183 

• Certificate of Appointment (for Poll Watch-
ers) - 22,23 

• Certificate of Completion of Training (for 
Poll Watchers) - 22,23 

• Chain of Custody Form - EV & ED- 
168,169 

• Cancelling Ballot by Mail - 176 

• Constable Travel Log/Chain of Custody - 
192,193 

Daily Reconciliation Envelope (Early Vot-
ing) - 189 

Organize Materials and Prepare Judges’ Table, 
EV Opening Vote Center - 47 

List of Provisional Voters - 187 

Digital Form in the E-Pollbook - 100 

List of RID Voters - 181 

List of Voters Who Voted Using A           
Reasonable Impediment Declaration (RID) -
181 

Notice to Provisional Voter – 86,113,185 

• Paper Form image – 185 
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 Oath of Assistance - 173 

• Paper Form - 173 

Oath of Interpreter - 173 

Oath of Officers of Election - 170 

Poll Watcher Report - 22-23 

Reasonable Impediment Declaration (RID) 

Form – 178-181 

• Processing Voter- 83 -110 

• Mail Ballot - 104, 105 

• RID - 101-103 

• Provisional Ballot- 97-100 

Reconciliation Log (Election Day) - 190 

• Organize Materials and Prepare Judges’ 

Table, 47, 49, 59  

• Reconciliation (utilize the corresponding 

Report Tapes), Closing Vote Center- 144 

• Secure the Scan -135, 147 

Register of Spoiled Ballots - 182 

• Clearing a Voter from the ePollBook - 96 

• Paper Form Image, Appendix– 182 

• When/How to Spoil A Ballot Chart -

114,115 

Registration Omissions List - 188 

Seal Log Forms - 31,  68,165, 166, 167  

• Early Voting – 31 

• Ballot Box Seal Log /Record of Early  

Voting Ballot Box Seals - 68 

• Scan - 111 

Caddy Seal Log - 51, 52, 57, 62, 137, 148  

• Prepare for Departure - 51, 52 

• Set up Booths, Duos, Duo Go’s, and 

Access Devices - 33, 35, 40, 41 

• Prepare Controllers, Ballot Box, 

Scan, and Duos - 62- 66  

 

Controller Seal Log– 125, 134 

• Seal Controllers and Scan - 125 

• Controllers - 134 

Record of Early Voting Ballot Box Seals – 166 

• Image -166 

Record of Early Voting Provisional Tub   

Seals – 166 

• Image - 166 

Scan Seal Log - 167 

• Seal Controllers and Scan - 125 

Supply Cabinet Seal Log - 31, 57, 165 

• Image - 165 

• Prepare for Departure - 51, 52 

• Prepare Location, Setup - 31,  

• Prepare Location, Opening Vote Center, - 57, 
60 

Election Day– 4, 8, 9, 10, 11, 31, 50, 54, 61, 67, 
68, 76, 139, 167 

• Equipment Caddy Seal Log - 167 

• Record of Election Day Ballot Box Seals - 61, 
68, 167  

Statement of Residence (SOR) Form - 174, 
175,  

• Instructions For Completing SOR for Updating 
Voter’s Name – 174 

Time Sheets - 48, 50 

• Early Voting Paper Timesheets - 48 

Identification, Forms of (Voter) - 82, 83, 84, 85 

• Acceptable Forms of Identification, Form TEC 
63.0101 - 82 

• Acceptable Forms of Identification for Voting 
(List A), image of laminated sheet - 82 

• Examples of Reasonable Impediment          
Declaration ID’s (List B), Image of Laminated 
Sheet - 82 

• Transgender Voter, Similar Names - 20, 87, 
88 



Interpreters/Language Options - 20, 21 

• How to Request an Interpreter – 20, 21 

• Translation iPad for Early Voting – 20 

• Bilingual Clerk – 15 

Media- 02 

MiFi - 44, 45, 51, 52, 57, 58, 138, 148 

MP70 – 44, 138, 148  

Oaths – 61 

• Oath of Assistance - 80, 81, 173 

• Oath for Interpreters - 21, 173 

• Oath of Officers of Election - 170 

• Poll Watchers - 22 

Personnel - 10, 11 

• Judge, Presiding judge (PJ) - 9, 10, 11, 
48, 50, 117 

• Judge, Alternate Judge (AJ) - 4,  48, 50, 
117 

• Clerk– 9,12, 72, 96, 117 

• Qualifying Clerk - 4, 8, 14, 59, 83, 95,  
96, 103, 107 

• Bilingual Clerk - 15 

• Curbside Clerk - 15, 107, 108, 109, 110  

• Greeter - 14, 32, 47, 49 

• Ballot Box Clerk - 15, 93 

• High School/Student Clerk – 15, 17 

• Elections Administrator - 10, 16, 18, 104, 
147 

• Protiviti Tech – 16 

• Electronic Support Specialist – 17,18 

• Dress Code - 19 

• Personnel Actions - 48, 50 

• A-1 Personnel - 13 

• Relieving an Election Worker from Duty– 
164 

• Payment Policies - 13, 163 

• Time Sheets - 48, 50,125 

• Early Voting Paper Timesheets– 48,127 

• Election Day Timesheets—50, 147 

Poll Watchers - 16, 22, 23, 24, 81 

• Instructions - 22, 23  

• Poll watcher requirements - 22 

Processing Voters: 82 - 115 

• Chart of Voters who must be Processed by 

a Judge - 112, 113, 114, 115 

• Processing the Voter on the E-Pollbook: 83-

94 

• Step 5:  Accepting the Voter Signature - 91 

• Step 6:  Reading the Barcode to Transfer 

the Precinct and Ballot Style Data from the 

E-pollbook to the Controller in order to Print 

an Access Code - 92,93 

• When Assistance is Needed - 80,81 

• Issuing an Access Code - 94 

• Reading the Bar Code from the EPollBook - 

94 

• Redisplaying a Ballot Style - 95 

• Determining what Forms of Identification are 

Acceptable - 82 

• When an Interpreter is Needed - 21 

• What to do when the Name on the Voter ID 

is Similar to what is shown on the E-

pollbook - 90, 91 

• Similar Name Affidavit - 88 

• Transgender Voter Similar Names - 3 - 20 

Provisional Voting - 97-100 

• Where to store the Affidavits of Provisional 

Voter - 99 

• Curing ID Instructions (Notice of Provisional 

Voter) - 186 

• Provisional Tub (Early Voting) - 187 
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 Reconciliation - 75,76, 119,121,123,124 

• Early Voting - 117,119,121,123,132,138 

• Election Day - 61,139,141,143,144,145,147,149 

• Instructions - 123,124 

• Form sample - 189,190 

• Tapes - 61,191 

Reports - 61,75,190,191 

• Controller– 119, 129, 141,  

• Scan - 121, 130, 131, 143,  

• Controller Open Poll Report - 76 

• Controller Zero Report - 75 

• Power On Self Test Report - 72 

• Scan Open Poll Report - 76 

• Scan Zero Report - 75 

• Controller Close Poll Report - 119, 129, 141,  

• Scan Close Poll Report - 121, 130, 131, 143 

• Scan Ballot Count Summary/ Ballot Count     
Report - 121,143 

Seals - 31, 51, 68, 125, 134, 137 

Seal Log, See Under Forms - 165, 166, 167 

Spoiled Ballot - 61,114,115,147,149 

• Instructions - 114,115 

• Ballot Paper - 114 

• List of Spoiled Ballots (Paper Form) - 182 

Register of Spoiled Ballots (E-Pollbook) - 115 

Interruptions During Voting - 114 

Paper Jams - 114 

Electronic Only - 114,115 

Electronic and Paper - 114,115 

Paper Only - 114,115 

Supply Cabinet - 29, 31, 47, 51 

 

• Supply Pick up - 59 

• Suspending Polls (Early Voting) -         
118-138 

Statement of Residence (SOR) - 174 -175 

• Storage of Forms during Early Voting - 47 

• Storage of Forms on Election Day - 49 

Timesheets - 48,125,163 

• Early Voting Paper Timesheets - 48 

• Election Day Triplicate Paper Sheets - 50 

• Recording Time on the E-Pollbook - 
48,163 

• Payment Rates (PJ, AJ, Clerks, Training 
Time) - 13,163 

• Procedures for Submitting Timesheets - 
163 

• Trouble Shooting - 150 

• Contact for Assistance/Problems - 2 

• Transgender Voters - 20 

• Troubleshooting - 150 -152 

• Close Polls - 129,141,143.145 

• Clearing Voter from E-Pollbook - 96 

• No Controller Found - 151-152 

• Open Polls - 8, 54, 56, 76 

• Paper Jams (Duo, Duo Go, Scan) - 153 

• Passwords - 76 

• Redisplay Bar Code, 95-96 

• Spoiled Ballot (How to, Forms, Types, 
Causes) - 114,115 

QR Codes 13, 33,37,65,71,120 

• Ballot Box & Scan- 71 

• Controller- 65 

• Duos Assembly- 37 

• Early Voting Suspend- 120 

• Harris Co. Application - 13 

• Setting Up Booths- 33 

Vote Center Set Up - 28-52 
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