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Dear Election Official: 
 
   Thank you so very much for your service. 
 
   This manual will hopefully serve as your poll operations guide on Election Day. In addition to providing an 
overview of Jefferson County’s state-of-the-art voting equipment, most of the questions that occur on Election 
Day regarding precinct procedures can be answered by this manual.  I encourage you to study it prior to the 
election and use this manual on the day of election as a source of reference. 
 
   This manual attempts to cover all situations that may occur.  Also, Jefferson County provides numerous 
training opportunities before elections and provides support on Election Day.  We ask that you please attend the 
training sessions and, during the election, call with any questions you may have. A listing of telephone numbers 
is listed in the back of this manual.  
 
   I realize over the past few years that our poll officials have had numerous duties added to them.  Some of 
these duties were the result of changes in federal election legislation, and some of the additional responsibilities 
were implemented to improve elections in Jefferson County.  The ongoing review process encompasses not 
only the tabulation equipment itself but also the people within the system who work diligently before, during, 
and after each election to make certain that our elections are fair and accurate. 
 
   Jefferson County has had a long history of providing election services that are second to none. However, even 
having the best voting equipment available would not be enough help without someone to operate the 
equipment and instruct the voters on the correct use of the equipment and processes. Our success relies on an 
army of poll officials to conduct our elections.  This process could not occur without your hard work to protect 
and promote the public’s trust and confidence in our election system. 
 
   You play a crucial role in our elections and, on behalf of the citizens of Jefferson County, we appreciate your 
dedication and commitment to excellence. 
 
   Thank you,  

 
   Judge Alan L. King 
   Jefferson County Probate Judge 
   Chief Election Official 
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I.  DUTIES OF THE ELECTION OFFICIALS 
 

CHIEF INSPECTOR 
 

The Chief Inspector shall be in charge of the precinct, the Chief Inspector shall serve as the precinct 
returning officer in accordance with § 17-8-1, Code of Alabama, 1975 . 
 

ASSISTANT CHIEF INSPECTOR (Registration List Clerk) 
 

The Assistant Chief Inspector shall check the names and addresses of voters against the list of registered 
voters and mark off the names of those who vote in order to prevent double voting.  The Assistant Chief 
Inspector shall inform the Poll List Clerk of the proper ballot type to be given to the voter.  If the voter’s 
name does not appear on the ACTIVE or INACTIVE lists, write the voter’s name and social security 
number on a piece of paper, and call the Board of Registrars at 325-5550 to verify the voter’s status. 

 

POLL LIST CLERK(S) 
 

The Poll List Clerk shall ensure that each voter signs the poll list as provided in § 17-9-15 and 17-13-7.  
If the voter’s signature is not legible, the Poll List Clerk shall print the voter’s name next to the voter’s 
signature so the voter may be identified.  The Poll List Clerk will then record the voter’s name on the 
Clerks Sign-In List.  The Poll List Clerk will then give the voter the following items: 

• Ballot 
• Secrecy Folder 
• Marking Device 

 
The Poll List Clerk shall instruct the voter to use only that marking device, where to go to mark the 
ballot, and where the Ballot Counter is located for the voter to deposit their ballot after marking it. 
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BALLOT COUNTER CLERK 
 

The Ballot Counter Clerk shall give the voter any needed assistance to deposit their ballot in the Ballot 
Counter.  The Ballot Counter Clerk will ask the voter for their marking device and secrecy folder.  The 
Ballot Counter Clerk will alert the voter if the Ballot Counter rejects the Ballot. 

 

PROVISIONAL BALLOT OFFICER 
 

The Provisional Ballot Officer (PBO), who may also hold other duties in the polling place, shall direct 
an individual to cast a provisional ballot when he/she determines that it is necessary.  The PBO will 
follow the proper steps to assist the voter in casting a provisional ballot and directing the voters to place 
their ballot in the orange Provisional Ballot Bag.  The PBO and the Precinct Closing Clerk will make 
certain the provisional Ballot Bag is returned on election night by the Chief Inspector (Precinct 
Returning Officer). 
 

PRECINCT CLOSING CLERK 
 
After the precinct closes at 7:00 P.M., the Precinct Closing Clerk (under the supervision of the Chief 
Inspector) is responsible for removing the voted ballots from the voting machines, placing the voted 
ballots in the black voted ballot bag, and for following all procedures in packaging the election materials 
in the proper envelopes so they can be transported by the Chief Inspector (Precinct Returning Officer) to 
Jefferson County Election Officials on election night. 
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II. BEFORE THE POLLS OPEN 
 

WHEN TO REPORT TO THE POLLING PLACE 
 

All Election Officials must be at their polling place by 6:30 A.M. Polls in Jefferson County are open 
from 7 A.M. to 7 P.M. in all elections.  You should be there by 6 A.M. if possible to allow for any 
problems. 

 

IF AN ELECTION OFFICIAL FAILS TO REPORT TO THE POLLING PLACE 
 

If any election official fails to report to their appointed polling place in time to perform their official 
duties, the inspectors are authorized by law to appoint the needed officials from the qualified voters of 
that precinct.  The newly appointed officials should take the oath and serve as regular election officials.  
If none of the appointed officials are present, any four electors who are qualified to vote at that polling 
place may open the polls.    § 17-8-6 

 

WHAT TO DO BEFORE THE POLLS OPEN 
 

1. SET UP THE POLLING PLACE 
 

Place the tables near the entrance where the voters will sign in and receive their ballot.  Place 
the tables or voting booths (whichever is used for the voter to vote on) and the Ballot Counter 
in a place that is easy to see and that causes the voters to flow through the polling place in an 
orderly manner. 

 
 
 

2. ADMINISTER AND SIGN THE OATH OF OFFICE 
 
The Oath is on the back of the Voter Sign-In List. 
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3. REMOVAL OF BALLOT BAGS 

 
Remove the black Voted Ballots Bags and the Orange Provisional Bag from inside the 
machines. 
 
After polls close at 7:00 pm the voted Ballots will be placed inside the black voted Ballots 
Bags to be transported by the Chief Inspector (Returning Officer), together with the orange 
Provisional Bags. 

 
 

4. REGISTRATION LIST CLERK 
 

A list of voters that have applied for an absentee ballot is provided to the Registration List 
Clerk.  Mark through their names to prevent them from voting at your Precinct.  Do not take 
an absentee ballot from a voter at your Precinct!  The voter must return their absentee ballot 
to the Absentee Center (Birmingham or Bessemer Courthouse) for processing. 
 

5. RETRIEVE ELECTION SUPPLIES FROM BALLOT BOX 
 
Using the Blue Key, unlock the Ballot Box on the DS200 and remove the Election Supplies 
inside. Afterwards, lock the Ballot Box for use during the election. 
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III. ELECTION DAY OVERVIEW 

 

VOTING PROCEDURES 
 

The supplies contain both ACTIVE and INACTIVE voter lists. All voters should first report to the list of 
ACTIVE voters.  Ask each voter his or her full name and address.  Verify their name and address 
against the printed voters list, and provide the voter with a VOTER UPDATE FORM if necessary.  If 
the voter’s name does not appear on the ACTIVE list, check the list of INACTIVE voters.  If the voter’s 
name appears on this list, he/she will be allowed to vote; however, the voter must first complete a 
VOTER UPDATE FORM.  This form will be used to restore the voter to an active status.  Mark the 
voter’s name off the ACTIVE/INACTIVE Voters List with a single line through the voter’s name.  Do 
not mark through the BAR CODE at the end of the name. 
 
If the voter’s name does not appear on either the ACTIVE or INACTIVE LIST, check for the voter on 
the electronic PollBook. If not found, write the voter’s name and social security number on a piece of 
paper and call the Board of Registrars at 325-5550 to verify the voter’s status.  You will also be given 
additional phone numbers to contact the Board of Registrars. The additional phone numbers are for your 
use only and are not to be given out to the voting public. 
 
Note: If the voter has changed address and still live in the voting precinct, he/she can vote at that 
precinct. However, if a voter has a different address and their residence is NO LONGER in the voting 
precinct, he /she will need to travel to their new precinct where they will complete a Voter Update Form 
and vote a Provisional Ballot. Davis v. Bennett 154 So. 3d 114 (Ala. 2014) 
 
It is very important to give the voter the correct ballot.  Preceding each voter’s name is 
listed the ballot style for that voter.  This number establishes what offices a voter is eligible to vote for.  
Make certain that the ballot issued to the voter has the same ballot number on the stub as listed 
preceding the voter’s name.  The voter should sign their name on the Voters Sign-In List.  The Poll List 
Clerk will then record the voter’s name on the Clerk’s Sign-In List, matching the voter’s number on the 
Voter’s Sign-In List.  The Poll List Clerk shall give the voter a ballot.  The Poll List Clerk will remove 
the ballot from the pad of ballots so that the stub remains attached to the pad.  Ballots shall be given out 
in sequential order starting with the lowest number. 
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HOW AND WHERE THE VOTER SHOULD VOTE 
 

The Poll List Clerk will give the voter a marking device, a secrecy folder and instruct the voter where to 
go to mark the ballot.  Any election official may instruct the voter how to mark the ballot before the 
voter begins marking the ballot.  The voter should be instructed to mark the ballot by filling in the oval 
next to the voter’s choice.  The voter shall be directed to the voting booths or tables to mark their ballot 
and to please use the marking device provided. 

 

PLACING BALLOT IN THE BALLOT COUNTER 
 

The voter may place the ballot in the Ballot Counter in any orientation, Meaning front to back, up or 
down.  The machine will count all ballots properly. 

 

VOTING INSTRUCTIONS  
 

Officials are allowed to instruct voters concerning the process or mechanics of voting at any time before 
the voter enters the voting booth.  No records or forms are required for such instruction. 

 

ASSISTANCE IN VOTING 
 

§ 17-9-13(a) If a voter wishes assistance in voting, he or she may receive assistance as follows: The 
voter signs the Sign-In List in Column 1, the voter selects any person other than their employer, agent of 
their employer, official or agent of the union of the voter’s affiliation to assist, and the person assisting 
then signs the Sign-In List in Column 3. 
 
§ 17-9-13(c) Election officials shall allow any voter who is either mobility disabled or over the age of 70 
to move to the front of the line at the polling place, if the voter requests this accommodation. 
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TIME LIMITATIONS 
 

Any voter remaining in the voting booth for four minutes or longer may be asked by a poll official if he  
 
or she requires assistance.  At the same time, the voter shall be reminded that he or she has the right to 
have the assistance of any other person permitted by law, and that poll officials may assist the voter if 
the voter so desires. If the voter does not desire assistance, the voter shall be permitted to remain in the 
polling place for no less than one additional minute.  At the end of this additional minute and if there 
exists a line of individuals waiting to vote, the voter may be informed that time is up and be asked to 
leave; but, if there is no line, the voter shall have as much time as necessary to finish voting.  If the voter 
does request assistance, the voter may have the assistance of any person of his or her choosing currently 
in the polling place, as allowed by federal law, and may have no less than an additional five minutes to 
vote. At the end of this additional five minutes and if there exists a line, the voter may be informed that 
time is up and be asked to leave the voting booth; but, if there is no line, the voter shall have as much 
time as necessary to finish voting.  Before an assisted voter exits the polling place, the voter’s poll list 
must be revised to reflect that assistance was received § 17-9-13(b). 

VOTER IDENTIFICATION 
 

The Code of Alabama §17-9-30, requires each voter to present an Acceptable Form of photo 
identification.  A list of acceptable forms of photo identification is included with your precinct supplies.  
If a voter does not have one of these forms of photo identification with them, they may still vote if two 
election officials know them and will sign the correct Voter’s Poll List alongside the voter.  If two poll 
workers are not able to identify the voter, the voter must vote a Provisional Ballot. 

 

PROVISIONAL BALLOTS (ALSO IN SECTION VIII) 
 

Code of Alabama § 17-10-2, requires a voter to cast a provisional ballot when: 
 

1. The name of the individual does not appear on the official list of eligible voters for the precinct 
in which the individual seeks to vote, and the individual’s registration cannot be verified while at 
the polling place by the registrar, deputy registrar, or a member of the canvassing board; 

 
2. An inspector has knowledge that the individual is not entitled to vote at that precinct and 
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challenges the individual; 
 

3. The individual is required to comply with the voter identification provisions of § 17-10A-1 but is 
unable to do so; 

 
4. A federal or state court order extends the time for closing the polls beyond that established by 

state law and the individual votes during the extended period of time.  Notwithstanding any other 
provision of state law, where provisional ballots are cast pursuant to a federal or state court order 
extending the time for closing the polls beyond that established by state law, the provisional 
ballots shall be segregated from other provisional ballots into a separate sealed container for such 
purpose and shall be counted, tabulated, and canvassed only pursuant to the order of a court 
having proper jurisdiction.  § 17-10-2(a); 

 
5.   The voter has requested but claims to have not voted an absentee ballot; 

 
6. If the voter has moved and their address is in the voting precinct area, they must travel to the new 

precinct, complete a Voter Update Form and vote a Provisional Ballot. 
 

 
Please review the provisional ballot instructions carefully and take time to familiarize yourself with the 
appropriate supplies required to complete the provisional ballot process.  These requirements and 
procedures are very important and must be followed exactly for the provisional voter’s ballot to be 
correctly counted.  All the provisional supplies must be returned, even if there were no provisional 
ballots cast at a particular precinct. 
 
DO NOT PLACE PROVISIONAL BALLOTS OR SUPPLIES INTO THE RECORD OF ELECTION 
CONTAINER.  VOTED PROVISIONAL BALLOTS ARE TO BE INSERTED BY THE VOTER 
INTO THE ORANGE PROVISIONAL BALLOT BAG.  THIS BAG IS NOT TO BE INSERTED 
INTO ANY BOX; IT IS TO BE RETURNED ON ELECTION NIGHT. 
 

ELECTIONEERING 
 

The polling place must be run in a strictly impartial manner § 17-17-21, 17-17-55.  Election officials 
(and watchers) must not attempt to influence voters.  Voting booths and tables should be checked for 
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campaign materials left on them.  Election officials and watchers should not wear campaign buttons, 
ribbons, etc. 
 

LOITERING 
 

No loitering is allowed within 30 feet of the polling place.  Only voters, persons assisting voters (after 
formal request for assistance), election officials (including watchers), the sheriff and deputies are 
allowed in the polling place.  Voters and persons assisting voters must immediately leave the polling 
place after voting.  § 17-9-13, 17-9-50, 17-17-17 

 

DISTURBANCES 
 

Intoxicated or disorderly conduct is not permitted in the polling place. § 17-9-1, 17-17-2, 17-17-51   
If the person refuses to leave, CALL THE SHERIFF. § 17-9-1, 7-13-26, 17-17-2 

 

POLL WATCHERS 
  

In primaries, a candidate may have a single watcher in the polling place. In a general election, each 
political party or organization having candidates nominated may appoint a watcher for each voting place 
except in the case of municipal elections. In the event of an election in which there are no candidates, 
each political party may appoint a watcher for each voting place.  The appointment shall be presented to 
and filed with the Chief Inspectors. When time permits, the Chief Inspector shall administer the 
Watcher’s Oath. Watchers may remain in the voting place and see all activities and records throughout 
the day; however; they must not disturb or attempt to influence voters, campaign, or electioneer.  
§17-8-7, 17-13-11 

SPOILED BALLOTS 
 

If a voter makes a mistake in marking his or her ballot, they may return the spoiled ballot and receive a 
new ballot.  The spoiled ballot shall not be destroyed; however, please remove a portion of the timing 
mark located along the left side of the spoiled ballot.  The spoiled ballot is then placed in the envelope 
marked “SPOILED BALLOTS” which is provided in the election supplies. 
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UNDER-VOTED AND OVER-VOTED BALLOTS 
 
If the DS200 displays the message “NO VOTES DETECTED ON BALLOT”, the voter must choose 
to accept or return the ballot. If the voter returns the ballot, ask the voter to verify that the entire oval 
next to the candidate’s name is filled in. Instruct the voter to use the marking device provided. If the 
ballot was returned due to “NO VOTES DETECTED ON BALLOT”, there is no need to spoil the 
ballot. If the problem continues, contact Election Day Support. 
 
If the DS200 shows a message indicating that the voter has made too many selections in a contest, the 
voter can choose to review the ballot or cast the ballot as marked. If the voter chooses to cast as marked, 
the over-voted contest will NOT be counted, but all correctly marked contests will be counted. If the 
voter chooses to review the ballot, the over-voted ballot must be spoiled, and the voter should receive a 
new ballot. 
 

 

VOTER INSERTS BALLOT IN DS200 AND LEAVES BEFORE BALLOT IS 
ACCEPTED 
 
Once a voter has successfully cast a ballot into the DS200, the machine will display the message, “YOU 
ARE FINISHED. THANK YOU FOR VOTING!” If a voter has inserted an incorrectly marked ballot 
and leaves before the ballot is accepted, the Ballot Counter Clerk is to accept the ballot as is. DO NOT 
return or choose to review the ballot.  
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Lid Latches 

DS200 PRECINCT COUNTER OVERVIEW 

USB Access Door 

IV. SETTING UP THE DS200 BALLOT COUNTER 
 

DS200 PRECINCT COUNTER BALLOT BOX OVERVIEW 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Case Lock 

Emergency Bin 

Ballot Box 

Touch Screen 
Display 

Insert Ballot 
Here 
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Back Door 
Lock 

Silver Bar 

Ballot Box 
 

 
1. Locate the Ballot Counter and ensure the ballot box is empty. 

 

                                                           
2. Use the blue key to open the door on the back of the DS200. 

 

                                                      
 

3. Plug the cord into an outlet and ensure that the silver bar is seated in the locked position. 
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Case Latches 
 

Front Case 
Lock 

Display 
 

 
 
4. Using the Blue key, unlock the Case Lock and then unlatch the Case Latches. 
 

      
 

 
5. Once the lid is open, lift the Touch Screen Display. Wait for the DS200 to boot up. 
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6. When you are ready to open the polls, press the Open Polls button on the touch screen. The polls will 

now open and the DS200 will print out the Initial Report. 
 

 
 
 

7. The Polls are now open. 
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V.  SETTING UP THE AUTOMARK  
 

1. Locate the AutoMark. 

 
2. Remove power cord form back compartment and plug into Ac outlet.  Plug the power cord into the back 

of the unit.  Locate a working wall socket for the other end. 
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3. Lift AutoMark box lid. 

 
4. Fold out AutoMark box privacy wings.  
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5. Move the left and right sliding latches outward to unlatch the lid. 
 

 
 

6. Fold back the front portion of the lid. 
 

 



P a g e  | 19 
 

 

 
7. Rotate the lid assembly to the vertical position. 
 

 
 
8. Lift up the viewing screen and close the lid behind it.  Rest the viewing screen back against its support 

lid. 
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9. Lower the ballot feed tray, by lifting it straight up and then letting it fall forward. 
 

 
 

10. Turn the key switch, located on the left-front of the unit, to the “on” position. 
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11. The Automark will take approximately 45 seconds to boot up. 
 

 
 

12. The unit is ready when the message “Please Insert Your Ballot” appears on the screen. 
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VI. AUTOMARK OPERATION 
 

1. Insert the blank ballot into the ballot acceptor in the front of the Automark. 
 

 
 

2. Follow the screen prompts to make choices.  Use the arrows at the bottom of the screen or on the keypad 
to the right of the screen to go back or move forward. 

 



P a g e  | 23 
 

 

 
3. When all choices have been viewed, you will be given a summary of the choices you have selected.  If 

all is correct, choose “Mark Your Ballot,” and your ballot will be marked.  You may also correct any 
errors from this screen. 

 
4. When your ballot has been marked, it will be ejected from the front of the machine.  When it is 

completely out of the Automark, insert your ballot into a DS200 tabulator to complete the voting 
process. 
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VII. JEFFERSON COUNTY ELECTIONS POLL BOOK GUIDE 

 
Jefferson County Election currently uses two platforms for Election Day voter registration lookup: 
 
 
 
 
 
 
 
 
 
 

1. Press the Power Button. 
 
2. Press Ctrl-Alt –Delete. 
 
3. Enter User Name: helpdesk 
 
4. Enter Password: ____________________ 
 
5. Click on OK. 

 

POLLBOOK LOG ON PROCEDURES 
 
Double click on the ES&S Pollbook icon.  The following screen appears. 
 
 
 
 
 
 
Select Make this PollBook Stand Alone.  Click on Yes to confirm. 
 
 
 
 

Dell Latitude D610 Dell Latitude E6510 

Power Buttons 
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Enter the username and password provided by Jefferson County Elections 
 
 
 
 
 
 
 
 
 
 
 
Select Location to select your polling place.  Scroll through the list using the Next and Previous 
buttons. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Login.  The log in Confirmation screen appears. 
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Verify Election Name, Location, and Select Open. 
 
 
 
 
 
 
 
 
 
If open poll report is displayed, Select Continue. 
 
 

 
 
 
On the Welcome screen, the PollBook and Control Panel buttons appear.  Select PollBook. 
 

PERFORMING A VOTER SEARCH 
 
Select any of the 3 fields to perform Registrant searches, but the most accurate searches are performed 
by using the Social Security Number (Last Four Digits) field, and the Last Name field.  Click the 
Search button; the results appear in the search results window. 
 
 
 

 
 
 
 
 
 
 
If more than one voter is found, a list of voters appears in the search results windows.  The search results 
window displays voters matching the provided criteria.  If necessary, select the Next button to view 
results on the next page.  Each voter record contains the voters name and address.  After the voter has 
been identified and selected, the registrant information window appears. 
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Select, Done to return to the voter search window. 
 
 

EXIT POLLBOOK SOFTWARE 
 
To close down, Click on the Tools Button. 
 
 

 
 
 
 
 
Click on Shutdown. 
 
 
 
 
Click on Yes to confirm. 
 
 

 
 
 
 
 
 

SHUTTING DOWN LAPTOP 
 
To shutdown to laptop Press the Windows Key. 
 
Press the U Key. 
 
Click on Yes. 
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VIII. PROVISIONAL BALLOT PROCEDURE 

 

REASON FOR PROVISIONAL BALLOT 
 

A voter shall be required to cast a Provisional Ballot when: 
 
• Person’s name does not appear on the list of registered voters. 
• Person’s registration status cannot be determined by the provisional ballot officer. 
• Voter is unable to comply with voter identification requirement. 
• The voter has requested but claims to have not voted an absentee ballot. 
• Inspector has knowledge that the person is not entitled to vote at the precinct and challenges the 

person. 
• Ballot is cast after the legal time for closing the polls due to a federal or state court order extending 

the hours of the polls. 
• Voter has moved and is completing their Voter Update Form on Election Day at their new 

Precinct. 
 

THE PROCEDURE FOR CASTING A PROVISIONAL BALLOT 
 

1. Advise the voter that he/she may cast a Provisional Ballot and give 
the voter and information sheet from the Provisional Ballot Supply 
Kit. 

 
 
 
 
 

 
 
 
2. Instruct the voter to complete the Sworn Statement (Box 4) on 

Statement PB-3, and the Voter Re-identification Form at the bottom 
of form PB-3 (Do not detach Re-identification Form).  After the 
voter completes this document and returns it to the Election Official, 
The voter will sign the Provisional Ballot Roster. 
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3. The line number of the provisional voter must be entered in the LINE NUMBER BOX on the front 
of the Provisional Verification Statement (PB-3), along with the Precinct Number.  Enter the Party 
selection (D or R) if the voter is voting in a Primary Election. 

 
4. Complete the required information on the Provisional Verification Statement (PB-3).  This will 

include the Name of the Election, Election Date, Precinct Number, and Ballot Style.  Check the 
appropriate box to indicate the voter’s reason for casting a Provisional Ballot.  If the voter is casting 
a Provisional Ballot due to a challenge (Reason E), complete the Inspector’s Statement of Challenge 
Form and give the third copy to the voter.  Place the original copy in the Provisional Ballot Bag and 
the second copy in the Precinct Provisional Return Envelope PB-4.  If the voter is casting a 
Provisional Ballot due to Extended Polling Hours (Reason F) also check the appropriate Extended 
Hours box on Statement PB-3. 

 
5. After completing the Election Official’s portion of (PB-3),  The Election Official will then take a 

ballot of the correct type for the voter, place sticker on top left corner , and give the voter the ballot, 
a ballot marking pen, a Provisional Ballot Privacy Envelope (PB-1), a Provisional Ballot Envelope 
(PB-2), and the Information Sheet. 

 
 
 
 
 
 
 
 
 
 
 

6. Instruct the voter to complete the ballot and place it in Envelope PB-1.  Place Envelope PB-1 in 
Envelope PB-2.  Complete the required information on Envelope PB-2 and place it in the Provisional 
Ballot Bag. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

Sticker 



30 | P a g e  
 

 

PROVISIONAL VOTING POLL CLOSING PROCEDURE 
 

CLOSING WITH PROVISIONAL BALLOTS 
 
1. Return Provisional Ballot Stand to DS200 door #1.  Return the Provisional 

Ballot Bag with your other returns. 
 
2. Place all Provisional Verification Statements (PB-3), all Provisional Ballot 

Rosters, along with Voter Re-identification forms (attached to bottom of 
Form PB-3) completed by Provisional Voters, in the Precinct Provisional 
Return Envelope (PB-4). 

 
3. Return envelope PB-4 along with all other white envelopes. 
 
CLOSING WITHOUT PROVISIONAL BALLOTS 
 
1. If no Provisional Ballots have been cast at your precinct, enter a 0 on the yellow seal, place it over 

the Ballot Bag opening, and return the Ballot Bag with your other returns. 
 
2. Write “NONE” in Column 1 of all Provisional Ballot Rosters and place them in Envelope PB-4. 
 
3. Return Envelope PB-4 with all other white envelops. 
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Emergency Bin 

 IX. CLOSING THE BALLOT COUNTER 
 

1. If ballots were placed in the emergency bin, run them through the DS200. 
 

                                                            
 

2. Open the USB access door using the Barrel Key. 
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3. Press the CLOSE POLLS button. The Machine will now print out the totals report, and a menu screen 
will show on the display. 

 
                                                          

4. Press the SHUT DOWN button on the screen and then press the CONTINUE SHUT DOWN button. 
As the machine shuts down, the POWER button inside the USB Access Door that was green will turn 
red. DO NOT REMOVE THE USB MEMORY STICK UNTIL THE RED LIGHT GOES OFF. 
 

5. Remove the USB Memory Stick and place it into Envelope #10. 
 

6. Tear off the print-out. Put copies of the print-out in their correct envelops. 
 

7. Open the Ballot Box Door and remove all ballots within.  
 

8. Place voted ballots in the voted ballot bag. Place all voted ballot stubs along with the spoiled ballots 
and partial pads of ballots in the Record of Elections Box. Check for Write-In’s on ballots. (In 
General Elections only! Write-In’s are not cast in Primary and Municipal Elections.) All write-in votes 
should be hand counted and added to the first results report to be returned to the Probate Judge in 
Envelope 5.  Place full pads of UNUSED ballots in a box next to the Counter’s Ballot Box.  

 
9. Close the USB Access door then shut the touch screen display. Shut the Case lid and engage the 

latches, then lock the Case lock. 
 

10. Put the Power Cord back in the Back Door and lock the Back Door shut. 
 

11. Put Keys in Envelope #11. 
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X. SANYO SCP-3810 CELL PHONE OPERATION 

 

SANYO SCP-3810 SPECIFICATION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MAKING CALLS 
 

1. Make sure the phone is on. 
 

2. Enter a phone number.  
 

3. Press TALK. 
 

4. Press END when the call is finished. 
 

RECEIVING CALLS 
 

When you receive a phone call, your phone 
will ring, vibrate, or light up its backlight. 
 
1. Answering press the Send key, or-OK 

key 
2. Ending press the End key. 

 

TALK Key 

END / POWER Key 

Earpiece 

Power Connector 

Main Screen 

Keypad 

Outer Screen 
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XI. PRIMARY ELECTION ENVELOPES 
 
Place the Voters Sign-In List (Voters Poll List) in the envelopes as follows: 
 Democratic Poll List in Envelope 1D  
 Republican Poll List in Envelope 1R 
 Constitutional issues Poll List in Envelope 1CA (if present)   
 
Place the Clerks Poll List in the envelopes as follows: 
 Democrat in Envelope 2D 
 Republican in Envelope 2R 
 Constitutional issues Poll List in Envelope 1CA (if present) 
 

WHITE PLASTIC BAG INVENTORY 
 

Place the following items in the White Plastic Bag: 
Envelope 1A…...................................... .Board of Registrars 
Envelope 1… .............................................. .Voters Poll List 
Envelope PB4............................ …. Provisional Information 
Envelope 5 .......................... Judge of Probate/Original Tape 
Envelope 7D.......................... Democratic Canvassing Board 
Envelope 7R .......................... Republican Canvassing Board 
Envelope 7CA (if present) ....................... Canvassing Board 
Envelope 8 ........................................................ News Media 
Envelope 10 .............. USB Memory Stick /Judge of Probate 
Envelope 11 .................................................................... Key 
Envelope 12 ............................................................. Supplies 
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ELECTIONS BOX INVENTORY 
 

Place the following items in the Record of Elections Box.  Deliver the Box and Envelope 15 immediately to 
your assigned Regional Site.  
 
• Envelope 2      
• Clerk Poll List   
• All VOTED ballot stubs  
• All partial ballot pads  
• All spoiled ballots  
• Envelope 6 
• Certificate of Results 
 
 

PROVISIONAL BALLOTS 
 

Follow the instructions carefully that came with your provisional ballot precinct kit.  Do not place any 
Provisional Ballots or supplies inside the record of election container. 
 

VOTED BALLOTS 
 
Place all Voted Ballots inside the black Voted Ballots Bag.  Seal the 
bag with the provided seals. 
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XII. GENERAL ELECTION ENVELOPES 
 
Deliver the Box and White Plastic Bag immediately to your designated Regional Site. 
 

WHITE PLASTIC BAG INVENTORY 
 
Place the following items the White Plastic Bag: 
Envelope 1 ................................................... Voters Poll List 
Envelope 1A........................................... Board of Registrars 
Envelope PB4.................................. Provisional Information 
Envelope 5 .................................................. Judge of Probate 
Envelope 7 ............................................... Canvassing Board 
Envelope 8 ........................................................ News Media 
Envelope 10 ........................................... USB Memory Stick 
Envelope 11 .................................................................. Keys 
Envelope 12 ............................................................. Supplies 
 

ELECTIONS BOX INVENTORY 
 
Place the following items in the Record Of Elections Box: 
• Envelope 2 
• Envelope 6 
• Clerks Poll List 
• Certificate of Results 
• All VOTED ballot stubs 
• All partial ballot pads 
• All spoiled ballots 
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PROVISIONAL BALLOTS 
 

 
Follow the instructions carefully that came with your provisional ballot precinct kit.  Do not place any 
Provisional Ballots or supplies inside the record of election container. 
 

VOTED BALLOTS 
 
Place all Voted Ballots inside the black Voted Ballots Bag.  Seal the 
bag with the provided seals. 
 
 
 
 
 
 
 
 
 
.
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XIII. SPECIAL ELECTION ENVELOPES 

 
Deliver the Box and White Plastic Bag immediately to your designated Regional Site. 
 

WHITE PLASTIC BAG INVENTORY 
 

Place the following items in the White Plastic Bag: 
Envelope 1 ................................................... Voters Poll List 
Envelope 1A........................................... Board of Registrars 
Envelope PB4.................................. Provisional Information 
Envelope 5 .................................................. Judge of Probate 
Envelope 7 ............................................... Canvassing Board 
Envelope 8 ........................................................ News Media 
Envelope 10 ........................................... USB Memory Stick 
Envelope 11 .................................................................. Keys 
Envelope 12 ............................................................. Supplies 
 

ELECTIONS BOX INVENTORY 
 
Place the following items in the Record of Elections Box. 
• Envelope 2 
• Envelope 6 
• Clerks Poll List 
• Certificate Of Results 
• All VOTED ballot stubs 
• All partial ballot pads 
• All spoiled ballots 
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PROVISIONAL BALLOTS 
 

Follow the instructions carefully that came with your provisional ballot precinct kit.  Do not place any 
Provisional Ballots or supplies inside the record of election container. 
 

VOTED BALLOTS 
 
Place all Voted Ballots inside the black Voted Ballots Bag.  Seal the 
bag with the provided seals. 
 



40 | P a g e  
 

 

XIV. MUNICIPAL ELECTION ENVELOPES 

 
Deliver the Box and White Plastic Bag immediately to your designated Regional Site. 
 
Envelope 1 ........................................................... Voter Poll List 
Envelope 1A................................................. Board of Registrars 
Envelope 2 ........................... Clerk Poll List-Record of Election 
Envelope 4 ............... Copy Challenge Oaths-Record of Election 
Envelope 4E .................................District Attorney-(City Clerk) 
Envelope 5 ...................................Original Printout-(City Clerk) 
Envelope 6 .....................................Printout-Record of Elections 
Envelope 7 .................................... Printout-(Canvassing Board) 
Envelope 8 ............................................. Printout-(News Media) 
Envelope 9 ....................................................... Printout-(Mayor) 
Envelope 10 ....... USB Memory Stick and Printout-(City Clerk) 
Envelope 11 ....................................... Key Envelope (City Hall) 
Envelope 12 ................................. Recycle Material (City Clerk) 
 

WHITE PLASTIC BAG INVENTORY 
 
Place the following items White Plastic Bag: 
 
Envelope1 ................................................................... City Clerk 
Envelope 1A................................................. Board of Registrars 
Envelope 4E ..................................................... District Attorney 
Envelope 5 .................................................................. City Clerk 
Envelope 7 ..................................................... Canvassing Board 
Envelope 8 .............................................................. News Media 
Envelope 9 ........................................................................ Mayor 
Envelope 10 ................................................. USB Memory Stick 
Envelope 11 ........................................................................ Keys 
Envelope 12 ................................................................... Supplies 
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ELECTIONS BOX INVENTORY 
 
Place the following items in the Record of Elections Box. 
Envelope 2 
Envelope 4 
Envelope 6 
Clerks Poll List 
Challenged ballots & oaths 
Certificate of Results 
All VOTED ballot stubs 
All partial ballot pads 
All spoiled ballots 
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XV. NOTES AND OBSERVATIONS 
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XVI. PRECINCT TROUBLESHOOTING 
PROBLEM 1:   BALLOT WILL NOT FEED INTO THE DS200 
 

Solution VERIFY THAT THE SILVER BAR IS SEATED IN THE WHITE CLIP 
 
1. Locate the Silver Bar in the back compartment of the DS200. 
2. Press the Silver Bar down into the White Clip firmly. 
3. The DS200 Tabulator can now process Ballots 

 
PROBLEM 2:  THE DS200 HAS BEEN TURNED ON AND THE MESSAGE 
“ELECTION DEFINITION NOT FOUND” APPEARS 
 

Solution ENSURE THAT THE USB MEMORY STICK IS INSERTED 
PROPERLY 
 
1. Open the USB Access Door. 
2. Ensure that the USB Memory Stick is inserted properly into the slot labeled “B”. 

3. If this does not solve the problem, contact Election Day Support.  
4. While waiting on a Technician, direct voters to use the other DS200(s). 

 
PROBLEM 3:  A RED “X” APPEARS THROUGH THE POWER ICON ON THE TOP 
RIGHT OF THE SCREEN 
 

Solution  ASSURE THAT ALL POWER CORDS ARE PLUGGED IN SECURELY 
 
1. Follow the power cord from machine, to the wall insuring that the cords are plugged in securely. 
2. Ensure that the wall outlet has power, it may be necessary to use another electrical outlet. 
3. If problem continues, contact Election Day Support. 

 
PROBLEM 4: THE REPORTS ARE GENERATING, BUT NO PRINTING IS VISIBLE 
ON PAPER 

 
Solution: ENSURE THAT THE PAPER IS INSERTED CORRECTLY  
 

1. See Problem #8, REPLACING PAPER ROLLS, for instruction on how to install the paper rolls correctly.  
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PROBLEM 4 CONTINUED: 
 

2. The problem is most likely to be that the paper is loaded in backwards, and the DS200 is trying to print on the wrong 
side of the paper. 

3. Once polls are closed, before you select “SHUT DOWN”, you will see a variety of report options for you to print. If 
you need more reports printed, select the “Poll Report Summary”, then you will be asked if you want to certify this 
list, you will accept. Repeat these steps until you have the number of copies that you require. 

 
PROBLEM 5:  BALLOT COUNTER FAILURE 
 

Solution: THE BALLOT IS RETURNED TO THE VOTER AUTOMATICALLY 

 
1. If your poll received multiple Ballot Counters, instruct voters to use an alternate Ballot Counter.  Continue the 

voting process using the operable Ballot Counter until the other Ballot Counter is repaired. 
2. Open the Emergency Bin Door. 
3. Turn metal flap down and relock the Emergency Bin Door. 
4. Instruct the voters to place their ballots in the Emergency Bin Compartment, if there is no working Ballot 

Counters available. 
5. Once the Ballot Counter is repaired, open the Emergency Bin and turn the metal flap up, then lock the 

Emergency Bin. Voters may now resume feeding Ballots through the Ballot Counter.  After the polls close, 
the Ballots in the Emergency Ballot Compartment should be removed by two Clerks and processed through 
the Ballot Counter. 

 
PROBLEM 6:  REPLACING PAPER ROLL 
 

1. Use the Barrel Key to unlock the USB Access Door, located above the Printer. This will provide access to the 
Blue Printer Release Lever. 

2. Press the Blue Lever to unlock and open the Printer Door. 
3. Pull the end of the new Paper Roll out past the adhesive glue and tear the glued area off. 
4. Drop the paper into the Printer Paper Compartment (ensure that the glossy side of the paper is facing the away 

from the “teeth”). 
5. Pull the end of the Paper Roll out toward the input tray of the DS200. 
6. Close the Printer Door and press firmly on the door to ensure it is locked in place. 
7. Lock the USB Access Door above the Printer. 
8. To ensure that the Paper Roll is installed correctly, lay the excess paper across the Printer Door and scratch 

the paper with your fingernail. If the scratch marks the paper, it is loaded correctly.  



 

 

 
JEFFERSON COUNTY ELECTION COMMISSION 

 
Probate Judge... .........................................................................................................................Alan L. King 
Circuit Clerk .................................................................................................................. Anne Marie Adams 
Sheriff ........................................................................................................................................... Mike Hale 

 
ELECTION DAY 

Election Day Support ..................................................................................................................... 327-7326 
Election Night Reporting .................................. ftp://ftp.jeffcointouch.com/elections/SummaryReport.html 

 
OFFICE OF JUDGE OF PROBATE 

www.jeffcoelectionsal.com 
Judge Alan L. King ........................................................................................................................ 325-5203 
Judge Sherri Friday ........................................................................................................................ 325-5426 
Deputy Judge Elizabeth North ....................................................................................................... 481-3253 
Alexandria Stephens, Elections Coordinator .................................................................................. 254-7387 

 
CIRCUIT CLERK – ABSENTEE VOTING 

Anne Marie Adams, Birmingham Division ................................................................................... 325-5313 
Karen Dunn Burks, Bessemer Division ......................................................................................... 497-8513 

 
SHERIFF 

Birmingham Division .................................................................................................................... 325-5719 
Bessemer Division ......................................................................................................................... 481-4210 

 
BOARD OF REGISTRARS 

Barry Stephenson, Chairperson-Board of Registrars...................................................................... 325-5550 
 

ELECTIONS DIVISION 
520 Medco Road • Tarrant • Alabama • 35217 

Jeff Smith, Director General Services ............................................................................................ 214-5504 
Keith Harris, Chief of Election Operations .................................................................................... 849-2391 
Daniel Tesseneer, Assistant Chief of Election Operations ............................................................. 849-2391 
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