
Registrars/Check In
Early Voting

Guilford County Board of Elections



TIMESHEETS

1. Print your name (Last, First, Middle Initial).

2. Sign your name above the Employee Signature line.

3. Print “Elections” for Department Name.

4. Print the date next to every day of the week that it 

corresponds to in the date column – even the days you 

are not working.

5. Print Sunday’s date on the line for Begin Date.

6. Print Saturday’s date on the line for End Date.

7. Print the time you started your shift under Time In. 

 (DO NOT use military time)

8. Print the time you ended your shift under Time Out. 

 (DO NOT use military time)

9. Add up the total hours worked for that day and print 

under Total Hours.



LOGGING INTO THE EPOLLBOOKS

1. Turn on laptop and log into windows.  Type the Windows Password (*electionsGC2026) into 

the password field.

2. Press the Enter key on the keyboard of click arrow (  ) button on the screen to complete 

Windows login to access the desktop.

3. Once the desktop appears, if SOSA does not automatically load, double-click on the SOSA 

VOTING icon.



LOGGING INTO SOSA

4. If “User Account Control” appears, click the Yes button.

5. Type your specific username into User ID field.

6. Type the SOSA password (*electionsGC2026) into the password field. 

7. Click the Login button or press the Enter key on the keyboard.

# 

5# 

6

# 

7



SOSA DATA TRANSFER

● SOSA Data Transfers are necessary to make sure that all information regarding 

voting credit, record updates, and new registrations is accessible at every Early 

Voting Site and the Board of Elections Office.

○ A “To BOE” transfer sends all SOSA data to the Board of Elections Office from each individual laptop at 

every Early Voting Site.

○ A “From BOE” transfer receives all compiled data from every laptop at all Early Voting Sites and the Board 

of Elections Office’s SEIMS Database to update each individual laptop at every Early Voting Site

● Ideally, we want to be able to complete Electronic Transfers.

○ If you don’t have a solid internet connection, you’ll have to do what’s referred to as a “Stick Transfer.”



SOSA DATA 
TRANSFER

ELECTRONIC

● Once SOSA loads, go to Tools → Transfer → Electronic.

● Click the OK button to the Data Transfer message.



SOSA DATA 
TRANSFER

ELECTRONIC

● After a couple of minutes, click Status to make sure both 

Transfer to BOE and Transfer From BOE are complete.

● Once both show a green COMPLETE, click the OK button.

● You are now ready to begin processing voters in SOSA or shut 

down your laptop.



Check-In
Verifying the voter’s registration 

information.

● In every election, per state law 

requirements, you must ask every 

voter to verbally state their name 

and current residential address.  

You must then repeat the 

information aloud to the voter.  You 

will enter the voter’s information 

into SOSA.

● For every voter checking in, follow 

these five steps.

State Aloud to Voter SOSA Instructions

1. Ask the voter their last 
name.

Type the voter’s last name in 
the search field.

2. Ask the voter their first 
name.

Type the voter’s first name in 
the search field. Press Enter on 

keyboard or click “Search.” Find 

and highlight the correct voter’s 
record.

3. Ask to see the voter’s photo 
ID.

Verify reasonable resemblance 
and the substantial equivalence 

of the name. Return the voter’s 

photo ID.

4. Ask the voter where they 
live.

Make sure the address in SOSA 
matches what the voter said.

5. Repeat the information back 
aloud.

e.g., “I have John Doe at 301 W. 
Market St. in Greensboro, is that 

correct?”



Check-In
Printing the voter’s Application to Vote (ATV).

● Once you have highlighted the voter’s record, click Issue and 
then In-Person.

○ OR click Issue and then Curbside.

● The voter’s ATV will print.  Read the following statement to the 
voter:

○ “I am printing your Application to Vote form.  Please review 
Section A.  If the information we stated to each other is 
correct and all of the statements are true, please sign by the 
large X.”

● Highlight the Application Number, Precinct, Ballot Style, and the 
large X found in Section A.

● Instruct the voter to review and sign Section A by the X.

● Complete the Official’s Initials line.



Check-In
Issuing the voter their ATV and giving them 

voting credit.

● Hand the ATV to the voter, and direct 

the voter to the Ballot Table.

● In SOSA, click the Vote button to issue 

voting credit to the voter.



Check-In:
Searching Voters in SOSA

Can’t find a Voter’s Record in SOSA?

The voter may be registered under a different name or spelling.  When searching, try the following:

● Type the name with and without spaces or hyphens.  The voter may have indicated something 

different when they first registered.

● Use the Wildcard character (%) to help find voters who have spaces or hyphens in their names.  This 

also applies to voters who have long or complex names.  The Wildcard character (%) can also be 

helpful for voters who have common names with uncommon spellings. Search for the voter using 

ONLY their date of birth, especially for searching for long or complex names, but always ask the 

voter for their permission to search by their date of birth.  Type date of birth in Month-Day-Year 

format with two digits for the month and day, and four digits for the year 

(i.e MM/DD/YYYY).



Check-In:
Cancel a Vote in SOSA (Before the Vote Button Has Been Clicked)

1. Click the Cancel Vote button. 

2. A new window will pop up. Type the word “CONFIRM” and then click on the  

CONFIRM button.

3. Click on the OK button on the next pop-up box.

4. Write VOID across the ATV of the incorrect voter and place it in the 

Voids/Cancels daily folder to be returned to the office at the end of the day. 



Check-In:
Cancel a Vote in SOSA (After the Vote Button Has Been Clicked)

1. Click the Clear button, then search that voter’s name, select the correct voter 

by clicking on the gray box next to their name, and click on Cancel Vote. 

2. A new window will pop up. Select CN—CANCELLED  in the drop down box and 

enter additional comments to justify the cancellation.

3. Click the Cancel Vote button.

4. Write VOID across the ATV of the incorrect voter and place it in the 

Voids/Cancels daily folder to be returned to the office at the end of the day. 



Same-Day Registration

● Same-Day Registration (SDR) is an Early Voting process offered to individuals who are not currently 

registered to vote in Guilford County which enables them to register to vote at an Early Voting site 

and vote on the same day.  Same-Day Registration does NOT exist on Election Day.  The deadline for 

registering to vote on Election Day is 25 days before Election Day at 5:00 p.m.

● In order to register and vote through SDR, the voter must:

○ Intend to vote at an Early Voting site during Early Voting.

○ Provide a valid form of Proof of Residency showing their current name and current address, 

listed on the back of the Notice to Same-Day Registrants that’s given to every voter who 

completes a Same-Day Registration.

○ Meet all of the eligibility requirements to vote in the current election.



Same-Day Registration
● Eligibility Requirements:

○ Must be a U.S. Citizen

○ Must have been a resident of Guilford County for at least 30 days prior to Election 

Day

○ Must be at least 18 years old on or before Election Day

● If you’re concerned about someone’s eligibility to vote, remember they can always vote 

PROVISIONALLY.

○ Having them vote a provisional ballot will give the BOE Office time to confirm that 

they are eligible.



Processing a Same-Day Registration

1. Conduct a diligent search in SOSA, using multiple search techniques, to make certain the 

voter is NOT currently registered to vote in Guilford County.

 SOSA Search Tips

■ Search using only the voter’s last name.

■ Search using only the voter’s date of birth.

■ Ask the voter if they use a maiden, married, or hyphenated last name.

■ Use the Wildcard character (%) when searching for complex names, possibly 
misspelled names, or nicknames.

● If you find the voter’s record in SOSA, confirm that everything is correct and process them as a 

normal Check-In.



Processing a Same-Day Registration
2. Confirm the voter has completed and signed their Voter Registration Form and they intend to vote today.

3. Click New Voter Reg in SOSA.

4. Type the information from the Voter Registration Form into the New Registration data entry screen; then 

click the Review button.

Helpful Hint:
After typing the House # and 
the Street Name into the 
corresponding boxes, click 

on the View Street Range 
box.  Select the correct range 
of address, and SOSA will 

auto-populate the rest for 
you!



Processing a Same-Day Registration
5. A pop-up will appear requiring the voter to provide a proof of residence.

6. Ask the voter to show you proof of residence.

○ Verify the name and address on the proof of residence match the information provided on the Voter 

Registration Form.  Highlight the document provided on the “Proof of Residence Required” pop-up, 

and click Select.



Processing a Same-Day Registration
7. Highlight the correct voting method.  Then click the Select button.



Processing a Same-Day Registration
9. Ask the voter to confirm their information on the form that prints from SOSA and sign it if all the 

information is correct.

• If you make a mistake in SOSA, write VOID across the form that printed from SOSA, click Back and 

re-enter the information.

10. After the voter reviews and signs the SOSA printed Voter Registration Form, click Vote.  The voter’s 

ATV will print.



Processing a Same-Day Registration
11. Ask the voter to review and sign the ATV, then initial as the witness.

12. Hand their ATV back to them and direct them to the Ballot Table.

13. Complete the One-Stop Registration Log and label the top of the handwritten registration from with 
the correct number.  This number should be SDR Log Page # - Line #.

14. Paperclip the voter’s printed form from SOSA to the Voter Registration Form completed by hand, 
and place them in the Purple Bag to be returned to the office at the end of the night.

If a voter gives you their Driver’s License as a Proof of Residence, 

make sure you enter the Driver’s License number into SOSA and write 
it on the SDR Log in the “Proof of Residency” box.



Processing a Same-Day Registration
Important Reminders

● Once you click Vote, you CANNOT edit or cancel an SDR. If you realize you’ve 

made a mistake after clicking the Vote button, have the voter correct the 

information (by hand) in Section A of the ATV.  Then write on a post-it note 

what was incorrectly entered into SOSA and stick that to the voter’s 

paperclipped forms that will be sent back in the Purple Bag at the end of the 

night. 

● DO NOT REGISTER THEM A SECOND TIME!



Name Changes/Corrections
Address Changes - Over 30 Days

● Verify you have highlighted the correct voter record by confirming the voter’s date of birth matches the 

record.

● Ask the voter to complete a white slip with their correct information.

● Click the Update Voter Reg button at the top of the screen.  If the Update Voter Reg button is grayed out, 

make sure the record is highlighted.

● In the window that appears, delete the applicable information from the Name fields, and then type the 

corrected information.



Name Changes/Corrections
Address Changes - Over 30 Days

● Verify the voter’s information is typed correctly by repeating their last name, first name, residential 

address, and mailing address (if applicable) exactly as they are typed in SOSA.

Once the voter confirms their information is correct, click the Review button.  The Name/Address 

Change form and ATV will print.

● Instruct the voter to review and sign the Name/Address Change form that was printed from SOSA.  

Paperclip the signed Name/Address Change form to the white slip that was completed by hand and place 

them in the Teal Bag.

● Instruct the voter to review and sign the ATV.  Then you will complete the Official’s Initials.

● Click the Vote button.

● Hand the voter their ATV, and direct them to the Ballot Table.



Provisional Voting
Existing Voter Provisional

Steps for Issuing a Provisional Ballot to a Voter Who Has a Record in SOSA:

● Find the correct voter in SOSA.

● Click the empty square to the left of the voter’s last name to select the entire row.  Once a black 

triangle appears and the row turns blue, the row is selected.

● Click the Existing Voter Prov button.



Provisional Voting
Existing Voter Provisional

● A pop-up box will appear.

● If the voter’s information is correct, click the Next button.

○ If the voter’s information is NOT correct, type in the 

information the voter gave you. Then click the Next 

button.

○ You can type ANY address in the world in the Provisional 

Voting Data Entry screen and it will accept it! This means 

if you got a Ballot Style Verification Error message when 

trying to process this voter, you will NOT get the same 

message when typing it in for a Provisional.

○ Partisan Primary: If a voter claims that they are registered 

in a different party than SOSA says, change their party on 

this page.



Provisional Voting
Existing Voter Provisional

● On the next screen, click the down arrow to the right of the empty box under Provisional Voting Reason.

● Select the correct reason from the drop-down menu.



Provisional Voting
Existing Voter Provisional

● After selecting the Provisional Voting Reason, if 

necessary, click the Ballot Style Override 

button.

○ If you selected “Unrecognized Address (Geocode 

Issue),” you will be required to select a ballot 

style.  Call the Elections Office to make sure you 

are giving the voter the correct Ballot Style. 

○ Partisan Primary: If you did not change the voter’s 

party on the data entry page, you will be required 

to select a ballot style.

If the “Ballot Style Validation Warning” 
pops up, click OK.



Provisional Voting
Existing Voter Provisional

● Beside the box for “Ballot Style,” click the down arrow and select the correct ballot style from the list 

that appears below.

● Click the Override button.



Provisional Voting
Existing Voter Provisional

● Click the Review button.

● The Provisional Application will print.  Have the voter 

confirm that the information on the Provision 

Application is correct and sign the application. 

● Sign the application on the Election Official Signature 

line. 

● Click the Vote button.

● The voter’s Provisional Instructions will print.  Hand 

the voter their Provisional Instructions, and explain 

those are the steps to follow to see if  their ballot was 

counted or not.



Provisional Voting
New Voter Provisional

Steps for Issuing a Provisional Ballot to a Voter Who DOES NOT have a Record in SOSA:

● Click the New Voter Prov button.

● On the next screen, enter the voter’s information. 

● Then click the Next button.



Provisional Voting
New Voter Provisional

● The voter will immediately have a status of Proof of ID Required (HAVA ID Required) and 

need to show a form of ID.  Select the form of ID that the voter provided you with from the 

list in the pop-up window. 

● Then click the Select button.



Provisional Voting
New Voter Provisional

● On the next screen, click the down arrow, to the right of the empty box under Provisional Voting 

Reason.

● Select the correct reason from the drop-down menu.

● Override the Ballot Style, if necessary.

○ If you selected “Unrecognized Address (Geocode Issue),” you will be required to select a ballot 

style.  Call the Elections Office to make sure you are giving the voter the correct Ballot Style. 

● Click the Review button.



Provisional Voting
New Voter Provisional

● The Provisional Application will print.  Have the voter 

confirm that the information on the Provision Application is 

correct and sign the application.  

● Sign the application on the Election Official Signature line. 

● Click the Vote button.

● The voter’s Provisional Instructions will print.  Hand the 

voter their Provisional Instructions, and explain those are 

the steps to follow to see if  their ballot was counted or not.



DL/SSN Provisionals
NC SBOE Numbered Memo 2025-02
HAVA - 52 U.S.C. § 21083(a)(5)(A)(i)-(ii)
G.S. § 163-82.4

Unvalidated DL/SSN Voters
Request Information
Provide voters with Notice to Voters with Unvalidated DL/SSN and
Early Voting Name/Address Change and Unvalidated DL/SSN Form



3 Types of IDs Involved in Early Voting

HAVA ID:

● Anyone who is registered to vote, but failed to provide any 

identification information (i.e. either the last 4 digits of their SSN 

or their NCDL #) on their Voter Registration Form, must show a 

HAVA ID the first time they vote in-person.

SOSA will alert you if a voter’s status is “HAVA ID Required.”

● This identification does not have to be a photo ID.

● This can be a digital copy.



3 Types of IDs Involved in Early Voting

Proof of Residency:

● Anyone who is registering to vote and voting during Early Voting 

(Same-Day Registration/“SDR”) is required to provide a Proof of 

Residency.

● This document proves that the person who is registering and 

voting on the same day LIVES at the address they have provided, 

and that their NAME matches what they have provided. 

● This identification does not have to be a photo ID.

● This can be a digital copy.



3 Types of IDs Involved in Early Voting

Photo ID:

● The purpose of this law is to confirm that the person who is 

presenting to vote is the same person as the registered voter.

● EVERY voter is required to show a photo ID when voting.

● This MUST be a physical copy.

○ They CANNOT just show you a picture of it!



Option #1: Provisional - No Exception Form

● Vote a provisional ballot at Early Voting, and then bring an acceptable photo ID to 

the Board of Elections Office before 12:00 pm three days after Election Day.

1. In SOSA, find and highlight the correct voter record.

2. Click “Existing Voter Prov.”



Option #1: Provisional - No Exception Form
3. Verify their information is correct, then click 

“Next.”

4. Select “ID NOT PROVIDED - NO EXCEPTION 

FORM/RETURN WITH ID,” then click “Review.”



Option #1: Provisional - No Exception Form
5.The Provisional Application 

will print. Have the voter sign, 
then you sign.

6. Click “Vote.” 
7. The Provisional 

Instructions will print.  
Give those to the voter.



Option #1: Provisional - No Exception Form
8.Fill out the “POLL WORKERS COMPLETE” section of the back of the Provisional Envelope.

9.Check the box, “NO ID PROVIDED.”
10.Don't forget to put your initials in the space provided.



Option #2: Provisional - Exception - Reasonable Impediment

● Vote a provisional ballot with an affidavit claiming an exception to the 
identification requirement.

1. In SOSA, find and highlight the correct voter record.

2. Click “Existing Voter Prov.”



Option #2: Provisional - Exception - Reasonable Impediment

3. Verify their information is correct, then click 

“Next.”

4. Select “ID NOT PROVIDED - EXCEPTION - 

REASONABLE IMPEDIMENT,” then click 
“Review.”



Option #2: Provisional - Exception - Reasonable Impediment

5. A pop-up box will appear. Read the list of Available Reasonable Impediments to the voter, and ask 

which one applies to them.

6. Highlight the reason given by the voter and select it by either double clicking or by highlighting the 

reason and clicking the down arrow.  Then click “OK.”



Option #2: Provisional - Exception - Reasonable Impediment

If the voter asks you to select “OTHER 

REASONABLE IMPEDIMENT,” another pop-up box 
will appear.

The voter is LEGALLY required to provide additional 
information if selecting “OTHER REASONABLE 
IMPEDIMENT.”  Ask them what additional 

comments they would like to provide, type the 
comments, then click “Add Note.”

DISCLAIMER: It is the voter’s comment, NOT 

YOURS! They should tell you what to type! DO 
NOT PUT YOUR OPINION IN THIS BOX!

What you type in this box is printed on their 
exception form.



Option #2: Provisional - Exception - Reasonable Impediment

7. Click “Review.”
8. The Photo ID Exception Form will print, along with their 

Provisional Application.  Have the voter sign both 
documents.  You sign the Provisional Application.



Option #2: Provisional - Exception - Reasonable Impediment

9. Click “Vote.” 
10.The Provisional Instructions will print.  Give those 

to the voter.



Option #2: Provisional - Exception - Reasonable Impediment

11. Fill out the “POLL WORKERS COMPLETE” section of the back of the Provisional Envelope.

12. Check the box, “NO ID PROVIDED.”
13. Check the box, “ID EXCEPTION FORM.”
14. Don't forget to put your initials in the space provided.



Option #2: Provisional - Exception - 
Religious Objection and Natural Disaster

● Vote a provisional ballot with an affidavit claiming an exception to the 
identification requirement.

1. In SOSA, find and highlight the correct voter record.

2. Click “Existing Voter Prov.”



Option #2: Provisional - Exception -
Religious Objection and Natural Disaster

3. Verify their information is correct, then click 

“Next.”

4. Select the correct “ID NOT PROVIDED - 

EXCEPTION…” reason, then click “Review.”



Option #2: Provisional - Exception -
Religious Objection and Natural Disaster

5. The Photo ID Exception Form will print, along with their Provisional Application.  Have the voter sign 

both documents.  You sign the Provisional Application.



Option #2: Provisional - Exception -
Religious Objection and Natural Disaster

6. Click “Vote.” 7. The Provisional Instructions will print.  Give those 

to the voter.



Option #2: Provisional - Exception -
Religious Objection and Natural Disaster

8. Fill out the “POLL WORKERS COMPLETE” section of the back of the Provisional Envelope.

9. Check the box, “NO ID PROVIDED.”
10. Check the box, “ID EXCEPTION FORM.”
11. Don't forget to put your initials in the space provided.



Photo on ID Does Not Reasonably Resemble the Voter/
Name is Not Substantially Equivalent

● The election official shall enter a challenge and 

immediately notify the Site Supervisor. Print a Help 

Referral Form from SOSA.

● Select the correct reason under “Identification Issues”

● Check the “No Resemblance” box, then print and sign 

your name, and write the time. 

● The designated Chief Judge and Judges will make a 

determination about the resemblance.

○ If all three UNANIMOUSLY agree there is no reasonable 

resemblance or the name is not substantially 

equivalent, write an explanation on the lines provided 

and check the “Provisional Ballot” box.  Complete the 

Provisional Process for this voter.

○ If even ONE of the three thinks there is reasonable 

resemblance, check the box that says “Regular Ballot” 

and allow the voter to check in and vote as normal.



Printing a Help Station Referral Form in SOSA

1. Search for and highlight the correct voter’s record in SOSA.

2. Click on the “Print Referral” button.

3. Then click on the “Print Selected Record” button.
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