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The Interface 

 

 

 

 

 

 

 

 

 

 

 

 

 

New Voter Reg: Used to process 
Same Day registrants at One-Stop 
voting. 

Update Voter Reg: Used to process 
certain voter changes. 

View Voter Reg: Allows you to view 
a voter’s registration record (Read 
Only). 

New Voter Prov: Select when 
processing a provisional voter with 
no existing record of registration. 

Existing Voter Prov: Button to 
select when you need to process a 
previously registered provisional 
voter. 

View Prov: Allows you to view a 
previously entered provisional 
voter’s record. 

Reprint: Used to reprint provisional 
applications produced in SOSA.  

Print Referral: This document is 
used for referrals to the Help Desk. 

Issue: Used to issue voters One-
Stop Voting Applications.  

Cancel Vote: Used to cancel a voter 
in the SOSA system. 

Reprint: Used to reprint a One-Stop 
Application.  

 

Search: Used to search for a voter 
after entering criteria in the 
available fields. 

Clear: Used to remove all data from 
the criteria fields. 

More Criteria: Shows an address 
criteria field to use for voter 
searches. This should not be 
checked. 

Show Removed Voters: Ensures 
that the system shows all removed 
voters in the database. This should 
NOT be checked. 
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Street Search: This button is used 
to search for a specific street and 
jurisdictional information 
associated with that street. 

Local Site: This button is used to 
display information about your site. 

Other Site: This button is used to 
display information about other 
polling locations in the county. 

New Return: This button is to be 
used for voters or near relatives 
who return absentee ballots. 

Update Return: This button is used 
to update the record of a returned 
absentee ballot.  

Delete Return: This button is used 
to delete the record of a returned 
absentee ballot.  

SOSA Transaction Statistics: This report 
is used to display SOSA transaction 
totals for the local machine. 

SOSA Voter Detail: This report is used 
to display all voters that have been 
processed on the local machine. Do not 
use unless instructed to do so.  

Returned-By-Mail Ballot List: This 
report is used to display all voters who 
have been processed through the 
provisional module of SOSA. 

Transfer: Used during One-Stop to 
transfer voter history back to the Board 
of Elections. This is done automatically 
by the system every 30 minutes. 

Status: Used to check the status of a 
voter history transfer. 
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Voter Statuses 
 

 
Inactive voter  

 

Indicates that the selected voter is eligible to vote in the SOSA precinct 

 

Can indicate any of the following: 
1. Voter is not in the SOSA precinct 
2. Voter is Removed/Denied 
3. Voter is Flagged as Absentee 
4. Voter is Flagged as Transferred 
5. Voter has previously voted 

 
Indicates that the voter must provide proof of ID before voting (HAVA) 

 
Indicates the voter does not have a ballot style for the election 

 
Indicates the voter has been processed through the provisional module 

 
Indicates that the voter (or the voter’s near relative or verifiable legal guardian, on behalf 
of the voter) has returned an absentee ballot 

 
For instructions on performing basic SOSA functions, please 

refer to the One-Stop Laptop Operator Quick Reference Card. 
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Processing the Perfect Voter 
 

 

 
 

Voter: Donald Christopher Wilshire 
Current SOSA Precinct: H11 

Address Stated: 405 Brookmere Court 
Current SOSA Address: H11 

Changes: No Changes 
 

1. Ask voter to state his name, address and party affiliation (in a partisan primary only). 
• Enter the last name and first name and click the “Search” button. Please exhaust all 

search methods found on the “Laptop Operator Quick Reference Card” if a simple name 
search does not return a result. 

• Compare stated name and address to name and address on record. 
• In a partisan primary only, if the voter is registered as unaffiliated, ask which party they 

would like to vote. 
i. If the voter wants to vote a ballot for a party other than the one in which they 

are registered, they must vote provisionally. (Ex. Voter registered as a democrat 
wants to vote a republican ballot.) 

 

2. Select the voter’s record in the results pane. 
• Green check mark indicates the voter is eligible to vote in this election. 

 

The most common voter you will deal with during One-Stop 
Voting is what we call the “perfect voter.” This voter is active, 
registered in the county, and does not require any updates. 
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3. State the voter’s name, address and party affiliation (In a partisan primary only) back to him and 
inform him of his registration status, in this case, “You are duly registered to vote in New 
Hanover County.” 
 

4. Click the “Issue” button image in the voting pane under the “Home” tab. 
 

 
 

5. In a partisan primary only, if the voter is registered as unaffiliated, a pop-up will appear asking 
which ballot the person would like to vote. 

6. Choose the voting method and click “Select.” Most common will be “In-Person.” 
 

 

 

7. The One-Stop Application will print. Have the voter sign and then you will sign in all applicable 
locations. 

• The perfect voter and the precinct official will sign in Section A on the One-Stop 
Application.  
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8. After the One-Stop Application prints, the following screen will appear. Click the “Vote” button 

after the voter has signed in all applicable locations on the One-Stop Application. 

 

9. Notice that the status of the voter has changed in the results pane. This means that the One-
Stop Application has been printed. This does not mean that the voter has cast a ballot, but that 
the voter was processed in the electronic poll book.  
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NOTE: The “Cancel Vote” button, in the “Issue Vote” screen, allows you to cancel out of the issuance 
process, if you should need to. Also, the “Update Voter” button, in the “Issue Vote” screen, allows you 
to go back and make updates to the voter’s information (name, residence address, mailing address, and 
phone number). However, since the One-Stop Application prints before you click the “Vote” button in 
the voter’s profile, you must spoil the One-Stop Application that previously printed if you need to 
perform one of these actions.  If you are required to cancel a SOSA application in the voter’s profile, or 
out of the voters profile, be sure to mark through the printed application, write the word “cancelled” 
across its face, and place it in your “Errors” folder. Remember, you can always revote voters in SOSA if 
they are cancelled! 

10. Once the “Vote” button has been pressed the voter’s coded ballot will print on the Ballot on 
Demand printer located between two laptop operators. Be sure to check the printed code at top 
of the ballot, it will match the information found at the top of the SOSA application. This code 
should include the One- Stop Site (CAB/CFCC/GVT/NLB/PVL) Machine and Sequence Numbers, 
and voter’s home precicnt.  
 

 

 

 

 

 

 

Precinct 

OS Site/Machine and Sequence Numbers 
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Processing an Inactive Voter 
 
 
 
 
 

 

Voter: Jessica Wilson 
Current SOSA Precinct: H11 

Address Stated: 7244 Copperfield Court 
SOSA Address: H11 

Changes: Mailing Address 
 

1. Ask voter to state his name, address and party affiliation (in a partisan primary only). 
• Enter the last name and first name and click the “Search” button. Please exhaust all 

search methods found on the “Laptop Operator Quick Reference Card” if a simple name 
search does not return a result. 

• Compare stated name and address to name and address on record. 
• If the voter is registered as unaffiliated, ask which party they would like to vote. 

i. In a partisan primary only, if the voter wants to vote a ballot for a party other 
than the one in which they are registered, they must vote provisionally. (Ex. 
Voter registered as a democrat wants to vote a republican ballot.) 

 

2. Select the voter’s record in the results pane. 
• “Inactive Voter” means that the voter must provide an updated address, or confirm that 

the address on record is accurate. 
 

 

During the One-Stop Voting period you will encounter voters 
whose status is ‘inactive.’ This means simply that the Board of 
Elections has received undeliverable mail from a voter and, as a 
result, is unable to confirm his or her address. Voters who are in 
inactive status may need to be updated before they are 
processed in the poll book. Inactive does not mean provisional! 
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3. Select the “Update Voter Reg” button in the “Registration” pane. 

• Before continuing, confirm that the voter has lived at the stated residence for at least 
30 days preceding the next scheduled election date. 

  

4. In this example the voter provides you the same residential address that the Board of Elections 
has been unable to get mail to. Since we want to ensure that the voter’s address is confirmed 
via mail, ask her if she has a mailing address that is different from her residential address. In this 
example, the voter provides the following mailing address: 
 

• PO Box 416 
Wilmington, NC 28406 

 Remember: There is no 30-day requirement to change a mailing address. 

Note: The voter may simply confirm the address on file without any additional information, or 
provide a new residential address. If the voter provides a new residential address, follow the 
steps under the “Processing a Voter Update” section of this manual.  

 
5. To add the new mailing address, go to the “Mailing Address” field and enter the information.  
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6. State the voter’s name, address and party affiliation (In a partisan primary only) back to him and 
inform him of his registration status, in this case, “You are duly registered to vote in New 
Hanover County.” 
 

7. Click the “Review” button in the “Update Voter Registration” screen. 
 

 
 

8. In a partisan primary only, if the voter is registered as unaffiliated, a pop-up will appear asking 
which ballot the person would like to vote. 

9. Choose the voting method. 
 

 
 

10. The One-Stop Name/Address Change form and One-Stop Application will print. Have the voter 
sign and then you will sign in all applicable locations on both forms. 

• For the inactive voter, the precinct official and/or voter will be required to sign in the 
shaded areas below.  
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• The voter will not sign in Section B of the One-Stop Application for the address change. 
This will be done on the voter update form.  

 

 

 

 

 

 

 

 

 

 

 

 

11. After the Update form and One-Stop Application print, the “Issue Vote” screen will appear. Click 
the “Vote” button after the voter has signed in all applicable locations on both documents. 
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12. Once the “Vote” button has been pressed the voter’s coded ballot will print on the Ballot on 
Demand printer located between two laptop operators. Be sure to check the printed code at top 
of the ballot, it will match the information found at the top of the SOSA application. This code 
should include the One- Stop Site (CAB/CFCC/GVT/NLB/PVL) Machine and Sequence Numbers, 
and voter’s home precicnt.  
 

 

 

  

OS Site/Machine and Sequence Numbers 

Precinct 
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Processing a Voter Update 
(>=30 at New Residence) 

 

 

 

 

Voter: Christina Williams 
Current SOSA Precinct: W13 

Address Stated: 7701 Alexander Road 
 SOSA Address: 340 Lullwater Drive 

Residency Requirement Met: Yes 
 

1. Ask voter to state his name, address and party affiliation (in a partisan primary only). 
• Enter the last name and first name and click the “Search” button. Please exhaust all 

search methods found on the “Laptop Operator Quick Reference Card” if a simple name 
search does not return a result. 

• Compare stated name and address to name and address on record. 
• In a partisan primary only, if the voter is registered as unaffiliated, ask which party they 

would like to vote. 
i. If the voter wants to vote a ballot for a party other than the one in which they 

are registered, they must vote provisionally. (Ex. Voter registered as a democrat 
wants to vote a republican ballot.) 
 

•  
•  
• 2

.
 

 
 

2. Select the voter’s record in the results pane. 
 

 

During the One-Stop voting period there will be voters who 
need to update their addresses. You will do this with the 
“Update Voter Reg” button in the “Registration” pane under the 
Home tab. This can be done for active and inactive voters. 
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3. Select the “Update Voter Reg” button. 

• Before continuing, confirm that the voter has lived at the new residence at least 30 
days. 
 

  

 

4. Click the “red stamp” to clear out the voter’s address before adding the new one. 
• You may update the following information in the software: 

Name, residence address, phone number, and mailing address. Most common update 
will be residence address. 

 
 
 

5. Enter the house number and street name into the residence address fields and click “View 
Street Range.” 

• There is no need to enter any other data. Let the software do the work! 

 
 

6. Double click on the appropriate street range and the full address will populate. 
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• You will choose the street range based on the street number. If an even number, select 
the range with “E” under the O/E column. If an odd number, select the range with “O.”  
The remainder of the address information will populate after you double click.  

 

 
 

7. In a partisan primary only, if the voter is registered as unaffiliated, a pop-up will appear asking 
which ballot the person would like to vote. 

8. Click the “Review” button in the “Update Voter Registration” screen. 

 
 

9. Choose the vote method. 
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10. The One Stop Name/Address Change form and One-Stop Application will print. Have the voter 

sign and then you will sign in all applicable locations on both. 
• For the updated voter, the voter and/or precinct official will be required to sign in the 

shaded areas below. 
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11. The “Issue Vote” screen will appear. Click the “Vote” button (be sure voter has signed forms 
before you click!). 

 

 
 
 

12. Once the “Vote” button has been pressed the voter’s coded ballot will print on the Ballot on 
Demand printer located between two laptop operators. Be sure to check the printed code at 
top of the ballot, it will match the information found at the top of the SOSA application. This 
code should include the One- Stop Site (CAB/CFCC/GVT/NLB/PVL) Machine and Sequence 
Numbers, and voter’s home precicnt.  

 

 

 

 

 

 

OS Site/Machine and Sequence Numbers 

Precinct 
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Processing a Voter Update 
(<30 at New Residence) 

At times, voters will present with an update to a new address in the county. If the voter has lived at the 
new residence for 30 days or more, process them as instructed in the previous example. If they have not 
been at the new address at least 30 days preceding the election, you will not update their address, but 
process them based on the old address. The voter will manually complete the One Stop Name/Address 
Change form, which is found on the Election Official Resource Portal (EORP).  

 

 

 

 
  

The form will be completely 
blank, and the voter will manually 
fill out this section. The BOE will 
process the change for the next 
election.  
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Processing a New Registrant 
 

 

 

 
Voter: Chuckie Cheese 

Current SOSA Precinct: N/A 
Address Stated: 322 Hibiscus Way 
Residency Requirement Met: Yes 

 
When a new voter presents to vote at the exceptions station, the laptop operator will do the following: 

1. Search for the voter in the SOSA Application and confirm that no registration exists. Please 
exhaust all search methods found on the “Laptop Operator Quick Reference Card” before 
making this determination. 
 

2. Provide the voter with the “Notice to Same Day Registrants” form (found on the Election Official 
Resource Portal) and confirm that the voter has the required identification. (**Please note that 
all forms of ID except photo ID may be presented via electronic means, such as on a cell phone.) 

• The voter may leave to retrieve the ID and return 
• If the voter does not have ID, refer him to the help desk 

 
3. Click the “New Voter Reg” button in the “Registration”pane of the Home tab. 

 
 

4. Obtain and enter the voter’s information for all red fields below, as well as his first name. Also 
ask if there is a mailing address that is different from the residential address. If yes, enter it in 
the “Mailing Address” section of the data entry form.  Repeat the voter’s name and address. 

• Remember to use the “View Street Range” button after entering the “House Number” 
and “Street Name.” Let the system do the work! 

• If the voter has not resided at the stated residence for at least 30 days, refer him to the 
Help Desk.  

• NOTE: You may use the identification provided for the spelling of the name, if needed. 

During One-Stop voting, qualified voters are permitted to register 
and vote in-person at a One-Stop voting location. Voters who 
present to vote and need to be registered will be referred to the 
Exceptions or Help Desk.  
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5. Repeat the voter’s name, address and party affiliation (Only in a partisan primary). 
 

6. Click the “Review” button at bottom right of the screen, and request the form of identification 
the voter provided in Step 2 of these instructions.  

 
 
7. Choose the type of identification provided and click “Select.” Return the ID to the voter. 
8. In a partisan primary only, if the voter is registered as unaffiliated, a pop-up will appear asking 

which ballot the person would like to vote. 
9. Choose the voting method. 
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10. The voter registration application will print. Additional demographic information may be added 
by the voter.  
 

11. Have the voter review and sign the registration form before continuing. 
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12. State the voter’s name, address and party affiliation (Only in a partisan primary) back to him and 
inform him of his registration status, in this case, “You are duly registered to vote in New 
Hanover County.” 

13. Click the “Vote” button in the “New Registration” screen. The One-Stop Application will print. 
• Have the voter sign and then you will sign in all applicable locations. 
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14. Once the “Vote” button has been pressed the voter’s coded ballot will print on the Ballot on 
Demand printer located between two laptop operators. Be sure to check the printed code at top 
of the ballot, it will match the information found at the top of the SOSA application. This code 
should include the One- Stop Site (CAB/CFCC/GVT/NLB/PVL) Machine and Sequence Numbers, 
and voter’s home precicnt.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OS Site/Machine and Sequence Numbers 

Precinct 
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Processing a New Registrant (No Vote) 
 

 

 

1. If the voter indicates that they are interested in registering to vote, but not cast their ballot 
on the same day you will first want to provide them with a manual update form. The voter 
can complete this form and leave the form and return it to the Elections Office that night.  

 
 

 
2. Inform the voter that he may appear in person to vote at any One-Stop location during the 

One-Stop voting period, and the Board of Elections will process the form on the same day. 
a. Voters who register in person but do not vote during One-Stop will not be permitted to 

vote traditionally on Election Day (Provisional only).  
3. Take the registration form from the voter and give it to the site lead. Inform the site lead 

that the voter met all registration requirements for Same-Day registration, but decided not 
to vote. 

Same-Day registrants may register during the Absentee One-Stop Voting 
period without having to cast a ballot on the same day. Voters are 
permitted to come back during the Absentee One-Stop Voting period to 
vote. Follow the instructions below if this situation arises.  
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HAVA ID Required Voter 
 

 

 

 

Voter: Ashley Atkinson 
Current SOSA Precinct: H11 

Address Stated: 7215 Konlack Court 
Current SOSA Address: H11 

Changes: No Changes 
 

1. Ask voter to state his name, address and party affiliation. 
• Enter the last name and first name and click the “Search” button. Please exhaust all 

search methods found on the “Laptop Operator Quick Reference Card” if a simple name 
search does not return a result. 

• Compare stated name and address to name and address on record. 
• In a partisan primary only, if the voter is registered as unaffiliated, ask which party they 

would like to vote. 
i. If the voter wants to vote a ballot for a party other than the one in which they 

are registered, they must vote provisionally. (Ex. Voter registered as a democrat 
wants to vote a republican ballot. 
 

 

 
2. Select the voter’s record in the results pane. 

b. The green check mark indicates the voter is eligible to vote in the election, but the blue 
ID icon indicates that the voter is ‘HAVA ID required.’ Wait until prompted by the 
software to address this matter.  

During One-Stop you may have voters who present at the polls 
who are flagged as having to show identification under federal 
law, because they did not provide it upon initial registration. The 
acceptable forms of ID will be listed in a prompt box when you 
are processing these voters in the electronic poll book.  
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3. State the voter’s name, address and party affiliation (In a partisan primary only) back to him and 

inform him of his registration status, in this case, “You are duly registered to vote in New 
Hanover County.” 

4. Click the “Issue” button in the “Voting” pane under the Home tab. 
 

 
 

5. A prompt will appear requesting that you obtain HAVA ID from the voter. Choose the type of ID 
the voter provides, and click “Select.” 

c. If the voter does not have one of the forms of ID listed, refer her to the Help Desk.  
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6. If the voter is registered as unaffiliated (In a partisan primary only), a pop-up will appear asking 
which ballot the person would like to vote. 

7. Choose the vote method. 
 

 
 

8. The One-Stop Application will print. Have the voter sign, then you will sign in all applicable 
locations.  
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9. The following screen will appear. Click the “Vote” button after the voter has affixed all needed 
signatures. 

 

10. Once the “Vote” button has been pressed the voter’s coded ballot will print on the Ballot on 
Demand printer located between two laptop operators. Be sure to check the printed code at top 
of the ballot, it will match the information found at the top of the SOSA application. This code 
should include the One- Stop Site (CAB/CFCC/GVT/NLB/PVL) Machine and Sequence Numbers, 
and voter’s home precicnt.  
 

 

OS Site/Machine and Sequence Numbers 

Precinct 
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Absentee Ballot Returns 
 

 

 

 
 
 
 

Voter: Jeanette Marie Wilson 
Address Stated: 1007 Porters Neck Road 

 
1. Enter the name of the voter whose ballot is being returned. This information can be found on 

the back of the absentee envelope. The label to reference looks like this: 

 
 

2. Search for the voter and select the appropriate record. 

 
 

3. Click on the “Tools” tab of the electronic poll book and select “New Return.”  

 
 

4. Enter the following information: 
1. Name of the individual delivering the ballot 
2. Relationship of the deliverer to the voter (can be the voter him/herself, voter’s near 

relative, or verifiable legal guardian) 
3. Ballot type and application number 

During One-Stop you may have voters (or the near relative 
or legal guardian of a voter) return absentee ballots to your 
One-Stop site. These must be logged in the One-Stop 
application. If the ballot presented is unvoted, torn or 
otherwise mutilated, please contact your Site Coordinator 
for more details.  
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i. The ballot type and application number can be found on the barcoded label on 
the back of the absentee envelope. 

 
 

 
 

4. After entering in the required information, click the “Save” button. 

 
 
 
 
 
 

1 

2 

3 
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5. In the voter status pane, you will see that the voter has now been flagged as having 
returned an absentee ballot. 
 

 

 

ii. If you need to update or delete the return, simply click the “Update Return” or 
“Delete Return” button. 

 
 

6. Place the returned absentee ballot in the designated blue polybag.  
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Processing a Provisional Voter  
 

 

 

 

 

 
Voter: Daffy Duck  

Current SOSA Precinct: N/A 
Address Stated: 322 Hibiscus Way 

 
If a voter is referred to the Help Desk for lack of identification required for a Same Day registration, 
please complete the steps below.  

1. Ask voter to state his name, address and party affiliation (Only in a partisan primary).  
• Enter last name and first name and click “Search.” Use additional search 

methods from the “Help Desk Quick Reference Card” if needed. 

 
 

2. If, after exhausting all search methods, you are unable to locate the voter, click the 
“New Voter Prov” button in the “Provisional Voting” pane. 

 
 

3. The following screen will appear. Enter the data for all the fields in red, also including 
“First Name,” and verify that the voter is a citizen of the United States. (If the voter 
indicates he has lived at the stated address for less than 30 days, enter date of move.) 
 

Each One-Stop location will have a Help Desk to assist voters who 
cannot be processed traditionally. The most common reason for 
a provisional ballot will be voters who do not have the required 
identification for Same Day registration. The steps below should 
be followed for these voters. (For voters requiring a provisional 
ballot for any other reason, refer to the Help Desk Quick 
Reference Card.)  
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• After entering the house number and street name, click the “View Street Range” 
button to select the appropriate street range. 

 
4. Click “Next” and ask the voter to provide one of the forms of identification listed, if you 

receive a prompt box. Choose the appropriate type (keeping in mind that all of them 
except for a photo ID may be shown electronically, for instance on a cell phone) and 
click “Select.” 
 

 
• If the voter does not have acceptable ID, select “No ID.” 
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5. Choose the “Provisional Voting Reason” and the “Ballot Style Issued.” You will also need 
to indicate if you are processing a curbside voter. 

• If the voter is registered as unaffiliated, you will need to ask the voter to 
choose which ballot they want to vote. You will need to change the party 
voted to the party they wish to vote. The ballot style will then become 
populated for you based on the residential address. 

• Details on provisional voting reasons can be found on the “Help Desk Quick 
Reference Card.”  

 

6. Click “Review” and the provisional application will print.  
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7. Ensure that the SEIMS Precinct is listed on the provisional application. If it is not listed, 
find it on the “Jurisdiction List” on the “Provisional (New) Data Entry” screen and write it 
in. Do not change a prepopulated precinct number! 

 

 
 

8. Have the voter review the provisional application, complete additional fields if desired, 
and sign. You will also need to sign the application, affirming the provisional voting 
reason. 
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9. Click the “Vote” button in the “Provisional (New) Data Entry” screen. Provisional 
instructions will print; give these to the voter.  

 

10. Complete all remaining administrative tasks per the “Help Desk Quick Reference Card,” 
from Step 7.  
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