Voter Processing Module
Step-by-Step Guide
Sign On
After your power on your laptop and sign on with your secure credentials, enter the Vote
Center Processing Module.
The laptop should already be set up for your location.
You can find the location on the Dashboard.

You can also find the location on the upper right-hand corner of the Process Voter Screen.

Codes you will see on the Process Voter screen are:

Process Voters
Select Process Voters

Ask the voter their name. Type in their first and last name and select Search.

The next screen will display the voter’s information.

Click on Voter ID

The Ballot ID tells you a ballot has been issued to this voter

Green Light – OK to issue
The Green light tells you it is OK to issue this voter a replacement ballot.

Voter Update
You can update the voter record if there is anything that is not correct by clicking the Update
Voter button.

Have the voter complete the Green Voter Record Update form, and then update their
information.

You will get a screen that looks like this. Type in their updated information from the Green
Sheet, select the Green Verify button if it is a new address, and then Save Change.

Issuing ballots
There are two options for voters:

If you select Issue Ballot in Envelope, you will be prompted to print the ballot information that
will be printed on a label to be affixed to the ballot return envelope. Select Print.

You will then be prompted to print the information that will be printed on the Voter
Information Sheet. Select Print. Or you may have to print a label that you will then affix to the
Voter Information Sheet.

Direct the voter to the Ballot Clerk to obtain their ballot.

If you select Issue Ballot Vote Here, you will be prompted to print the information that will be
printed on the Voter Information Sheet. Or you may have to print a label that you will then affix
to the Voter Information Sheet.

Direct the voter to the Ballot Clerk to obtain their ballot.

Voter needs new envelope
If a voter needs a new ballot return envelope, you can re-print their label by looking up their
name, selecting their voter ID, and then selecting re-print in the far right. Affix the label to the
Green Ballot Return envelope and give it to the voter.

Inactive Voters
If you look up a voter who is on the Inactive File, you can activate the voter by clicking the
button ONLY if the information is correct. If the information is different from the Inactive voter
record, have them vote provisionally.

You need to select Refresh in order to bring up the next screen to issue a ballot.

Red Light – Do NOT Issue Ballot
The Red light tells you DO NOT issue a regular ballot to the voter. Direct the voter to the Same
Day/Provisional Table.

A sample of a message about a Red voter is:

Same Day Registration Voters
If the voter is not registered to vote in Santa Cruz County, print a provisional label to be affixed
to the Yellow Same Day Voter Registration envelope. Complete your side of the envelope and
give the envelope to the voter to complete their side.

Your side of the envelope:

Voter’s side of the envelope:

Direct the voter over to the Ballot Clerk to obtain their ballot.

Provisional Voters
A voter will vote a Provisional ballot using the Pink Envelope under the following scenarios:
1. You got a message that the voter needs to show ID and the voter does not have ID. If
the voter is a first-time federal voter and registered to vote by mail without providing a
driver’s license or last 4-digits of their social security number, they must vote
provisionally.
2. You got a Red light because the voter has already voted.
3. An inactive voter no longer lives at the address in the system.
4. The voter comes in to vote after you have closed the polls at 8pm on Election Day,
Tuesday, June 7th. .
Print a provisional label to be affixed to the Pink Provisional Ballot envelope. Complete your
side of the envelope and give the envelope to the voter to complete their side.

Your side of the envelope:

Voter’s side of the envelope. Place the label in the space directly below Voter’s Declaration:

Direct the voter over to the Ballot Clerk.

