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Description automatically generated with low confidence]Enhanced Ballot Checklist – General and Special Elections	


There are several pages in Enhanced Ballot that must be reviewed, and several action items that must be completed to ensure your voters have a smooth voting experience with complete and accurate information. Localities do not need to review every page or every section within the pages of Enhanced Ballot. This checklist outlines the specific pages and sections you need to review and action items you need to complete. 
Enhanced Ballot – Settings
1. General: Basic Information: Provide/Update all information requested. 
This information is used to auto fill the voter instructions and UOCAVA envelopes the voter will print.
a. Jurisdiction Name = Locality (i.e. Accomack County) 	☐
b. Official Name = Locality office name (i.e. Roanoke City Voter Registration Office) 	☐
c. Address Line 1 = local office physical street address 	☐
d. Address Line 2 = local office physical address city, state, zip code 	☐
e. Return Address Line 1 = local office mailing address 	☐
f. Return Address Line 2 = local office mailing address city, state, zip code 	☐
g. Email Address = email address absentee voters can use to contact your office. 	☐
h. Fax Number = fax number absentee voters can use to contact your office. 	☐
i. Phone Number = phone number absentee voters can use to contact your office. 	☐
2. General: Contact Information: Provide/Update all information requested. 
This information is listed in certain pages within the Voter Portal.
a. Voter Help Contact Name = local office staff member or team your absentee voters should contact for help. 	☐
b. Voter Help Contact Phone Number = local office phone number your absentee voters should call for help. 	☐
c. Voter Help Contact Email Address = local office email address your absentee voters should email for help. 	☐
3. Ballot Settings: Ballot Access/Markings:
a. Ballot Experience must be “Full Marking”. 	☐
b. Maximum Number of Ballot Accesses must be “0”. 	☐
4. Ballot Settings: Ballot Generation: If the locality’s seal is not already displayed, upload the seal. 	☐
Use the same seal that appears on the paper ballots. Email support@enhancedvoting.com for help.
5. Languages (if required):
a. Ensure all required languages are checked. 	☐
b. Email support@enhancedvoting.com for instructions on importing translations for the election. 	☐
6. Email: If there is an email address in the Email From Email Address box:
a. Ensure the Enable checkbox is checked for each type of emails you want auto sent. 	☐
b. Review/Edit email template(s) if necessary. 	☐
c. The following placeholders must be in the email (copy/paste into the email template, including the brackets):
i. [Voter First Name] 	☐
ii. [Voter Last Name] 	☐
iii. [Voter ID] or Citizen Portal link 	☐
The voter ID is required to log into the online ballot portal.
iv. [Voter Link] 	☐
This is the Voter Portal URL where they access their online ballot.
v. [Election Name] 	☐
vi. [Election Date] 	☐
d. The following should be included in the email:
i. The voter will need to print the finished ballot and mail it to your office. .	☐
ii. The ballot must be postmarked on or before Election Day. 	☐
7. Email: If there is not an email address in the Email From Email Address box:
a. Ensure both Enable checkboxes are not checked. 	☐
You must manually email the Voter Portal URL to your voters. See below.
Enhanced Ballot – In the Election
Confirming Precincts
1. Dashboard: If there is a red Missing Mappings for Election Precincts box at the top of the page:
a. Map the missing precincts. 	☐
Email ea@elections.virginia.gov for help.
2. Precincts: Review the list to ensure all precincts participating in the election are listed correctly. 	☐
If any precincts are incorrect or missing, email ea@elections.virginia.gov for help.
Proofing Ballots
1. Header and Instructions: Main Elections Instructions: Review/Edit instructions if necessary. 	☐
These instructions are listed on page one in the Voter Portal and where you would put a notice of withdrawal. 
2. Header and Instructions: Ballot Headers and Instructions: 
a. Absentee Ballot Header: Ballot Header Line 1:
i. If none of your ballots have a special or referendum, change to General Election. 	☐
If any of your ballots have a special or referendum, do not change. 
b. Printed Ballot Text/Instructions: Add referendum instructions if any ballots have a referendum. 	☐
3. Ballot Items: Use the Ballot Item Proofing Tool to ensure all offices and candidates are correct. 	☐
Email ea@elections.virginia.gov for help.
4. Ballot Styles: Use the Ballot Style Proofing Tool to ensure all precinct ballots are correct. 	☐
Email support@enhancedvoting.com for help.
5. Setup: Election Publish: Once all ballots and precincts are correct, check Ballots Proofed and click Save. 	☐
ELECT will automatically receive a “locality ready for EA review” email. 
VERIS – Preparing and Pulling Voter Data
Perform these steps every day during absentee voting.
1. Absentee > Ongoing Absentee Ballots: Generate all ongoing absentee ballots. 	☐
2. Absentee > Set Ballot Ready Date – Email/Fax: Set ballot ready date for all email absentee ballots. 	☐
3. Reports > Batch Reporting: Click the printer icon for:
a. ABS (EMAIL UOCAVA) Mailing Labels – 11/4/2025. 	☐
b. ABS (EMAIL ADA) Mailing Labels – 11/4/2025. 	☐
4. Reports > Reports Library > Absentee: Run the Absentee Ballots To Be Emailed report. 	☐
MUST be run as a CSV. 
5. In the generated CSV report, verify the voters have data in column Z, IMB_ReturnLabel. 	☐
Email ea@elections.virginia.gov for help.
Enhanced Ballot – Importing Voters
Perform these steps every day during absentee voting.
1. Voters: Import voters using the VERIS Absentee Ballots To Be Emailed CSV. 	☐
2. In the election Dashboard: If there is a red Missing Ballot Styles for Voters box at the top of the page:
a. Email support@enhancedvoting.com for help. 	☐
3. In the election Eligible Voters: Confirm all voters are listed. 	☐
If a voter’s row is red or a voter on the CSV report is not listed, email ea@elections.virginia.gov for help.
4. In the election Eligible Voters: Simulate a UOCAVA voter to ensure bar code is showing on return envelope. 	☐
If the barcode is not showing, email ea@elections.virginia.gov for help.
Enhanced Ballot – Emailing Voters
Email From Email Address Is NOT Set Up
Perform these steps every day during absentee voting.
1. Email your voters the Voter Portal URL. 	☐
a. The following must be included in the email:
i. Voter first and last name 	☐
ii. Voter ID or Citizen Portal link 	☐
The voter ID is required to log into the Voter Portal.
iii. Voter Portal URL 	☐
In the election Dashboard: Election Summary: https://enr.elections.virginia.gov/ebd/voter/virginia
iv. Election name and date 	☐
b. The following should be included in the email:
i. The voter will need to print the finished ballot and mail it to your office. 	☐
ii. The ballot must be postmarked on or before Election Day. 	☐
Email From Email Address Is Set Up
Perform these steps every day during absentee voting.
1. In the election Email Log: Beginning on the first day of absentee voting, confirm all emails were delivered. 	☐
Email support@enhancedvoting.com for help.
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