
Perfect
Scenario Voter

Reminders
 » Begin with Scenario  of the Application Table Flow Chart below to 
process every voter.

 » Voters who are able are required by law to state their name and 
address out loud. If the voter refuses, notify the Chief Judge.

 » Any voter whose address is #### Confidential, Raleigh, NC 27699 
in SOSA, is a confidential voter. Ask these voters to state their name 
but not their address. If needed, ask the voter for their date of birth to 
determine the correct record.

Application Table Flow Chart
Notify the Chief Judge (or other 

designated staff member).

START 
HERE

YES

NO

Ask the voter:
“Are you returning an absentee ballot?”

SOSA Data Entry Tips
Use the Wildcard character (%).
Press Tab to go to the next field.
Never type apostrophes.
Never use the Middle Name field.
Always type hyphens.

1. Complete steps 1-6 in  
Scenario  of this Flow Chart. 
After pressing the green F1 
key, a pop-up window will 
appear indicating the voter is 
INACTIVE.

2. Click OK in the pop-up window 
to close it.

Has the voter moved to a 
different residential address?

NO

1. Click Review. The Name/Address Change Form and ATV 
will print.

2. Ask the voter to review and sign the Name/Address 
Change Form using a black pen. Place it in the Yellow Bag.

3. Ask the voter to review and sign the ATV using a black 
pen. Complete the Official’s Initials line using a red pen.

4. Click Vote. Hand the ATV to the voter, and send the voter 
to the Ballot Table.

1. Complete steps 1-5 in Scenario   A of this Flow Chart.
2. Verify you have highlighted the correct record. If unsure, use the voter’s date of birth.
3. Click Update Voter Reg. Do not press the green F1 key.
4. Update the voter’s name. Verify the formatting and spelling are correct. (The name on the Photo 

ID must be substantially equivalent to the updated name.)
5. Repeat the voter’s name and address aloud.

Name 
Change  

or Correction

1. Click Update Voter Reg. Do not press the green 
F1 key.

2. Click the Eraser        button, and update the 
voter’s residential address. Verify the mailing 
address, if used.

3. Repeat the voter’s name and address aloud.

1. Verify you have highlighted the correct record. 
Make sure the voter previously lived at the 
address on the record in SOSA.

2. Ask the voter: “When did you move?”

Send the voter to the Help Table.

Address 
Change  

or Correction

ON or BEFORE 
October 6, 

2024

1. Click Update Voter Reg.
2. Carefully review the residential 

address (and mailing address) 
in SOSA with the voter to verify 
the information is correct.

3. If changes are needed, click the 
Eraser        button, and update 
the voter’s information.

Inactive 
Voter

Complete steps 1-5 in  
Scenario  of this Flow Chart.

AFTER October 6, 2024

Notify the Chief Judge, and send 
the voter to the Help Table.

All Other
Scenarios

(including no 
Photo ID)

HAVA ID
Required 

*Voter must 
meet both ID 
requirements.

1. Ask the voter to show an acceptable HAVA ID. If the 
voter does not have acceptable HAVA ID, send them to 
the Help Table.

2. Highlight the type of HAVA ID the voter showed, and 
click Select. The ATV will print.

3. Ask the voter to review and sign the ATV using a black 
pen. Complete the Official’s Initials line using a red pen.

4. Click Vote. Hand the ATV to the voter, and send them to 
the Ballot Table.

1. Complete steps 1-6 in 
Scenario  of this Flow Chart. 
After pressing the green F1 
key, a pop-up window will 
appear indicating the voter is 
HAVA ID Required.

2. Click OK in the pop-up window 
to close it.

YES

If an error message appears in SOSA, or the voter 
has a special circumstance, go to the Application 
Table Flow Chart on the back of this Quick Guide.

1. Ask the voter to state their last name. Type it in the Last Name field, and press Tab on the keyboard.
 » Example: “Please state your last name.”

2. Ask the voter to state their first name. Type it in the First Name field, and press Enter (or click Search).
 » Example: “Please state your first name.”

3. Ask the voter to state their residential address. Highlight the voter’s record by clicking the arrow in 
the gray box to the left of the row. (If multiple voters are listed at the same address under the same 
name, ask the voter if they will provide their date of birth to determine the correct record.)

 » Example: “Please state your residential address.”
4. Repeat the voter’s name and residential address using the information in the white box at the 

bottom of the SOSA screen.
 » Example: “I have John Doe at 208 Main Street in Apex. Is that correct?”

5. Ask the voter to show acceptable Photo ID. Verify it meets the criteria in the Photo ID Quick Guide.
 » Example: “Please present an acceptable Photo ID.”

6. After verifying the voter’s information is correct and Photo ID is acceptable, press the green F1 key.

7. The voter’s ATV will print. Instruct the voter to 
review and sign the ATV using a black pen if their 
information is correct.

8. Complete the Official’s Initials line using a red pen.
9. Hand the ATV to the voter, and send them to the 

Ballot Table.

Remember: Always ensure the “Show 
Removed Voters” box is unchecked when 

searching in SOSA!

If you are unable to find the 
voter’s record, go to Scenario 

If the name or address on the voter’s record 
is not correct, go to Scenario  or 

If a pop-up window appeared after pressing the green F1 key, go to Scenario  or 
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Send the voter to the IPR Check-In Table.

* If the voter insists they are registered, 
send them to the Help Table.

Go to Scenario  
of this Flow Chart.

Go to Scenario  
of this Flow Chart.

Voter Not
Found in 

SOSA

YES, at another address

YES, under another name

NO
1. Search for the voter:

 » Using the Wildcard character (%).
 » By any nicknames or previous names.
 » By date of birth (only with permission, 
DOBs are confidential & not required).

2. Ask if the voter could be registered at a 
different residential address.

Did you find the voter’s record?



The Chief Judge must be present for EVERY vote cancellation. Follow these steps 
carefully and call the Help Line if you are unsure about a procedure.

Notify the Chief Judge.

Call the Help Line to report the cancellation if one of the following occurs:
 » A voter’s address was updated twice due to a typing error the first time.
 » A vote was canceled after choosing the wrong voter and updating that wrong voter’s 
information in SOSA.

Reminders for Canceling a Vote:
 » You must cancel a vote using the same laptop on which the voter was originally processed.
 » Never cancel a vote if you do not know when and where a voter was originally processed.
 » If you processed the wrong voter, you must cancel the vote for the wrong voter before  
processing the correct voter.

1. Write “VOID” across the front of the ATV with a red pen.
2. Use the voided ATV to begin filling out the top portion of a Vote 

Cancellation Form.
3. Click the Clear button and search for the incorrect voter’s name 

again in the Voter Search screen. Make sure to select and highlight 
the row of the voter who was incorrectly processed.

4. Click the Cancel Vote button at the top of the screen.
5. Choose the reason CN-CANCELLED and type an explanation.
6. Click the Cancel Vote button.

7. Click the Clear button and search for the correct voter’s name in 
the Voter Search screen. Follow the steps in Scenario  of the 
Application Table Flow Chart on the front of this Quick Guide.

8. Hand the voter their ATV, and instruct the voter to review and sign 
with a black pen if all of the information is correct.

9. Complete the remainder of the Vote Cancellation Form using the 
new ATV. Then, complete the Official’s Initials line with a red pen.

10. Hand the ATV to the voter, and send the voter to the Ballot Table.
11. Paper clip the voided ATV and the Vote Cancellation Form together 

and place them in the Black Bag.

Vote Cancellation Form 
REMEMBER: 1. Always notify the Supervisor before you cancel a vote. 
 2. To cancel a vote, you must answer YES to both of the 

following questions: 
  Am I the person who made the error? 

 Did the error occur on this laptop? 
* If you answered NO to either of these questions or if you 

are unsure of their answers, you must call the Help Line. 
 

Early Voting Site: _________________________________________ 

Your Name: _________________________________________ 

Date: _____ /_____ /_________ Time: _____ : _____  a.m. / p.m. 
 

Cancelled Voter 
Name: __________________________________________________ 

VRN: __________________________________________________ 

Application # of Voided ATV: OS  -  ______  -  ______  -  ________ 
 

Correct Voter 
Name: __________________________________________________ 

VRN: __________________________________________________ 

Application # of Correct ATV: OS  -  ______  -  ______  -  ________ 
 
Reason the vote was cancelled: 
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________ 

Does a pop-up window alert you the voter is inactive or the voter 
has already voted?

If the form still does not print, 
notify a Laptop Specialist. 

Do not send the voter to another 
station to be processed.

Voter is marked as VOTED  
in SOSA:

Notify a Laptop Specialist 
and the Chief Judge, who 

will call the Help Line.

Voter is marked as INACTIVE  
in SOSA:

Follow the steps to process an 
inactive voter in Scenario  of 

the Application Table Flow Chart.

Notify a  
Laptop 

Specialist.

 Do not send the 
voter to another 

station to be  
voted there.

YES,
INACTIVE

YES,
VOTED NO

ATV does not print after
pressing the green F1 key.

YES

NO

1. Notify the Chief Judge.
2. The Chief Judge must 

call the Help Line.

1. Write “VOID” across the Name/Address 
Change Form and ATV, using a red pen. 
Place both forms in the Black Bag.

2. Click Back.
3. Follow the steps to process an Address 

Change or Correction (Scenario ) or a 
Name Change or Correction (Scenario ) 
in the Application Table Flow Chart.

Did you click Vote?I made a typo while updating
a voter’s name or address.

1. Notify the Chief Judge.
2. The Chief Judge must call the Help Line to restore the voter’s previous 

information.
3. Follow the Cancel a Vote Flow Chart in this Quick Guide. 
4. Enter the voter’s name again and click Search.
5. Be sure to highlight the correct voter before clicking Update Voter Reg. 

Follow the steps for a Name Change or Correction/Address Change or 
Correction in Scenario  or  of the Application Table Flow Chart.

I changed the name or
address for the wrong voter.

1. Notify the Chief Judge.
2. Follow the Cancel a Vote Flow Chart in this Quick Guide.
3. Enter the voter’s name again, and press Enter or click Search.
4. Be sure to highlight the correct row before pressing the green F1 key.

I chose the wrong voter and  
already printed the ATV.

Remember: Always ensure the “Show Removed Voters” box is unchecked when searching in SOSA!
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Cancel a Vote Flow ChartCorrecting Errors at the App Table


