
Instructions:
For Exercises 1-3, work in pairs using the Application Table Quick Guide and the laptop at your table 
to process the voter scenarios below. 

• Only process the voter(s) listed on the PowerPoint slide at the front of the classroom.
• One person will act as the staff member, while the other will act as the voter. Roles will 

alternate between exercises. The steps for each exercise indicate who will play which role.
• Complete one exercise at a time. Do not continue to the next exercise.

EXERCISES 1-3: Application Table
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Exercise 2: Updating a Voter Registration
1. The person on the right will act as the staff member. The person on the left will act as the voter.

• Staff Member: Use Flow Chart Scenarios A, B, and D to process an address update in SOSA.
• Voter: Use the information on the PowerPoint slide to answer the staff member’s questions. 

• Your residential address is the “Current Address.” If asked for another possible address, 
provide the “Previous Address.” Assume you moved in June.

2. During training only, place the ATV and the Name/Address Change form in the Black Bag.

Does a registered voter need to show proof of residence to update their address?
Use your iClickers to respond. Press A for YES. Press B for NO.

Exercise 1: Perfect Scenario Voter
1. The person on the left will act as the staff member. The person on the right will act as the voter.

• Staff Member: Use Flow Chart Scenario A to process a perfect scenario voter in SOSA.
• Voter: Use the information on the PowerPoint slide to answer the staff member’s questions.

2. During training only, place the printed ATV in the Black Bag attached to the table.

Does a perfect scenario voter take their ATV with them to the Ballot Table?
Use your iClickers to respond. Press A for YES. Press B for NO.

Exercise 3: Cancelling a Vote
This exercise begins with the staff member asking the voter to review and sign their ATV. While 
reviewing the ATV, the voter realizes they were processed under the wrong voter’s record.
1. The person on the left will act as the staff member. The person on the right will act as the voter.

• Staff Member: Pull the ATV for the “Incorrect Voter” on the PowerPoint slide from the Black 
Bag, and hand it to the voter to review. Use Flow Chart Scenario K and the Cancel a Vote Flow 
Chart to cancel the incorrect voter’s vote and process the voter under the correct record. Use 
the Vote Cancellation Forms on the table. Assume the Chief Judge has already been notified.

• Voter: Assume you are the “Correct Voter” on the PowerPoint slide when reviewing the ATV.
2. During training only, place the correct voter’s ATV in the Black Bag attached to the table.

Can an Assistant Supervisor oversee a vote cancellation?
Use your iClickers to respond. Press A for YES. Press B for NO.



Supplies:

To complete this exercise, use Voter Search and Street Search in SOSA, along with the following 
documents located in left-side flap of this folder:

• Handout #1 (includes the front and back of the partially completed provisional envelope for this 
exercise)

• Handout #2 (includes the pink provisional pollbook page, the top of the provisional ballot, 
provisional PIN labels, and Provisional Voter Instructions sheet for this exercise)

Instructions:

1. Work in pairs to complete Section B of the voter’s provisional envelope.
• The person on the right will act as the staff member and use Voter Search and Street Search in 

SOSA to find the information needed to complete Section B of the voter’s provisional envelope.
• Each partner should complete Section B of the provisional envelope using Handout #1.

2. Complete all steps on the checklist in Section C of the voter’s provisional envelope.
• Each partner should complete Section C of the provisional envelope using Handout #1 and 

Handout #2.
• Start Section C at the top of the checklist (not the envelope flap), completing each step in order.

3. After completing Sections B and C of Handout #1, use your iClickers to answer the question below.

Should the Help Line be called every time a voter might be voting provisionally?
Use your iClickers to respond. Press A for YES. Press B for NO.
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EXERCISE 4:
Help Table – Processing a Provisional Ballot

Scenario:
1. Assume you are working at the Wake County Board of Elections site. The site code is “BOE.” A 

voter is escorted by the Assistant Supervisor to the Help Table.
• The voter’s name is Pamela Troy. She currently lives at 3105 Falconhurst Drive, Wake Forest, 

NC 27587.
• After receiving their ballot, the voter had a jurisdiction dispute. The Assistant Supervisor 

reviewed the Map Quick Guide with the voter at the Ballot Table, but was unable to resolve the 
voter’s concerns.

• The voter’s ATV was spoiled by writing “JD” on it, and at the Application Table their vote was 
canceled in SOSA and the ATV placed in the Black Bag.

2. Assume you have called the Help Line to inform them of the scenario, and the Help Line gave 
you the following instructions:
• The jurisdiction dispute was not resolved, and the voter will vote provisionally.
• Issue the voter ballot style T0021.



EXERCISE 5:
In-Person Registration (IPR) Check-In Table

Instructions:

1. Work in pairs to complete the IPR Check-In Table steps in the In-Person Registration Flow Chart. 
(Do not continue to the IPR Processing Table steps.)

2. The person on the left will act as the staff member. The person on the right will act as the voter.
• Staff Member: Follow the IPR Check-In Table steps in the In-Person Registration Flow Chart to 

confirm the voter is not registered to vote and meets the eligibility requirements to complete the 
IPR process. Do not process the voter in SOSA.

• Voter: Use the information in the scenario above to answer the staff member’s questions. 

3. After completing the IPR Check-In Table steps, use your iClickers to answer the question below.
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Scenario:
You are working at the IPR Check-In Table when a voter arrives because the staff member at the 
Application Table could not find the voter’s record in SOSA.

• The voter’s name is William Pope. His middle name is Adams.
• The voter’s previous name was William Adams-Pope. He uses the nickname Bill.
• The voter’s date of birth is October 24, 1962.
• The voter’s residential address is 203 Foliage Cir., Cary, NC 27518.
• The voter is registered Unaffiliated. 
• The voter meets all requirements to register to vote today and intends to vote today. 
• The voter has his unexpired North Carolina Driver License with him, which lists his current 

name and current address.

Is the voter in this scenario eligible to complete the In-Person Registration process?
Use your iClickers to respond. Press A for YES. Press B for NO.



Supplies:

To complete this exercise, use the following document located in the left-side flap of this folder:
• Handout #3 (includes the voter’s completed Voter Registration Form and proof or residence)

Instructions:

1. Work in pairs to complete the IPR Processing Table steps in the In-Person Registration Flow Chart. 
(Do not search for this voter or complete any other IPR Check-In Table steps.)

2. The person on the right will act as the staff member. The person on the left will act as the voter.
• Staff Member: Ask the voter to hand you their Voter Registration Form. Follow the IPR 

Processing Table steps in the In-Person Registration Flow Chart to process the voter in SOSA. 
(Enter information into all the fields that are listed as required in the Flow Chart, but do not enter 
any additional information.)

• Voter: Pretend you are the voter who filled out the Voter Registration Form on Handout #3, and 
answer the staff member’s questions based on the information listed in the scenario above.

3. During training only, place the applicable forms in the Black Bag without paper clipping them. 
Paper clips are not provided for this exercise but will be available at Early Voting sites. 

4. During training only, place the ATV in the Black Bag attached to the table.

5. After completing the IPR Processing Table steps, use your iClickers to answer the question below.

Do voters sign all of the forms that print at the IPR Processing Table?
Use your iClickers to respond. Press A for YES. Press B for NO.

EXERCISE 6:
In-Person Registration Processing Table
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Scenario:
You are working at the IPR Processing Table when a voter arrives.

• The voter has already been to the IPR Check-In Table and was found to be eligible to go through 
the In-Person Registration process.

• The voter completed a Voter Registration Form at the designated table.
• The voter intends to vote today.
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TRAIN
IN

G



B
A

C
K 

O
F 

P
R

O
V

IS
IO

N
A

L 
EN

V
EL

O
P

E

TRAIN
IN

G



TRNG-000-12345

3. INSTRUCTION SHEET
County:  WAKE

TRNG-000-12345

1. POLL BOOK
County:  WAKE

TRNG-000-12345

2. ENVELOPE
County:  WAKE

Handout #2: Provisional Exercise Documents

Pink Provisional Pollbook Page

* Use the pink provisional pollbook page sample excerpt below to complete checkbox 1 in Section C 
of the provisional envelope.

Top of Ballot

* Use the top of the ballot below to complete checkboxes 6-8 in Section C of the provisional envelope.

TRAINING
Provisional PIN Labels

* Peel and apply the PIN label stickers below to complete checkboxes 1-3 in Section C.



  

 
 

WAKE COUNTY BOARD OF ELECTIONS 
1200 N. New Hope Rd 

Raleigh, NC 27610 
PO BOX 695 

Raleigh, NC 27602 
Phone: 919-404-4040 • Fax: 919-231-5737 • voter@wake.gov 

Provisional Voter Instructions 
(How to Check the Status of Your Provisional Vote) 

 
You were required to vote a provisional ballot today because of the following reason(s): 
 
 I did not have a photo ID to present, and I completed a Photo ID Exception Form. If you completed a Photo ID 

Exception Form and are otherwise eligible to vote, the County Board of Elections will count your ballot if you truthfully 
completed that form. No further action is required. If there is a reason to question whether your form is accurate, the 
County Board will contact you to address that issue.  

 
 I did not have my photo ID with me when voting, and I plan to bring it to the county board of elections. I did 

not complete a Photo ID Exception Form. You must bring acceptable photo ID in person to the County Board of 
Elections by 5 p.m. on the day before canvass to have your ballot counted.  

 
 I was required to provide a HAVA ID and was not able to provide one when voting.  If you were required to vote 

a provisional ballot because you did not show acceptable HAVA identification, you must provide this identification to 
the County Board of Elections no later than 5 p.m. on the day before canvass by mail, fax, email, or in person. It 
would be helpful if you include this document. 

 
 All other provisional reasons: Your provisional ballot application will be researched to determine whether you are 

eligible to vote.  
 
The County Board of Elections will meet to count all eligible provisional ballots before the election is final.  
 

You may check the status of your provisional application and ballot no earlier  
than ten (10) days after election day using one of the following methods: 

 

OONNLLIINNEE  

www.ncsbe.gov 
Select "Check Your  
Provisional Vote” 

 
Remember to Wait 10 Days  

  
You will be asked for the following: 
 

• County 
• Election 
• Birth Date 
• Personal Identification Number (PIN) 

 
▼ YOUR PIN  ▼ 

[LAST], [FIRST] [MIDDLE] [SUFFIX] 

PV Reason:  XXXXXXXXXXXXXXXXXXXXXXX 

Ballot Issued: XXXXX        Party Issued:  XXX 

PIN: <PIN #> 
 

Protect your PIN! 
 

Your PIN is the key to your provisional 
information. If you lose your PIN, you must 

visit the County Board of Elections in person 
to determine if your ballot was counted. 

CCAALLLL  

WAKE COUNTY  
 

BOARD OF ELECTIONS 
 

919-404-4040 
 (During normal business hours) 

 
Remember to Wait 10 Days 

 

CCAALLLL  

STATE BOARD OF ELECTIONS 
 

1-866-522-4723 
(During normal business hours) 

 
Remember to Wait 10 Days 

 

 
NCSBOE-PROV VOT INS Revised 2024-01 

 

Provisional Voter Instructions



Handout #3: IPR Processing Table Exercise Documents

/1961/196105/05/0505



Proof of Residence

The voter’s proof of residence for Exercise 6 is shown below. For this exercise, assume the following:

• The voter accessed an image of their NC DMV Vehicle Registration Card on their phone.
• Remember the Acceptable Identification for Proof of Residence is included in your In-Person 

Registration Quick Guide.
• Today’s date is October 22, 2024.



Computer Training Workbook Answer Key
EXERCISE 4

Front of Provisional Envelope Back of Provisional Envelope

Provisional Voter Instructions

Provisional Pollbook Page

Top of Ballot
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