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Notes and Class Topics

Topics

• What is CAP?

• What is Mailer Check-In?

• Basic Information

• Evaluating Voter Submissions

• Types of Voter Submissions

• Using VERIS to Check-in voter 

submissions

• Mini-review

Review these 

slides and notes 

at your own 

pace.

Refer to the 

Mailer Check-In 

Manual for more 

details.
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Guiding Principles

Integrity

We will uphold the highest standards in conducting the 

election.

Neutrality

We will treat all voters in a fair and unbiased manner.

Accuracy

We will strive for perfection and consistency in every part of 

the election process.

Transparency

We endeavor to be open and visible while safeguarding voter 

information and ballots.
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• Central Absentee Precinct

• Responsible for:

1. By-Mail Absentee Ballots

➢ Absentee ballots returned by 

mail or drop box

2. In-Person Absentee Voting Final                                              

Report

➢ Ballots voted in person prior to 

election day

What is CAP?

Central

Absentee 

Precinct
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What is Mailer Check-In?

➢ Occurs prior to election day, on election day, and 

post-election

➢ Deals with ballots received by mail and ballots 

returned in drop boxes

➢ Functions include:

o evaluating voter submissions

o changing voter’s status in VERIS

➢ Data is part of final CAP report 
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Basic Information

Let’s start with some basic information. 
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Payment

Complete

Mandatory 

Training

Government 
Center

Room 339

Location What to 

wear?

What to 

bring?

Schedule
Sept 28–Nov 14 
depending on 

volume of 
ballots

County 

badges
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Security

Photograph or 

video

Connect to the Internet 

in the processing rooms

While checking-in mailers you may not:

Use your cell phone at 

the workstations

Tweet or otherwise 

post on social 

media

Share voter and ballot 

information – ever

What happens in CAP 

stays in CAP!
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Team Leader

Mailer Check-in Staff

Authorized 

Representatives

Office of Elections
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Mailer Check-In Positions
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Start of Day

Arrive on time.  

Find your 

workstation 

assignment.

Take oath on first 

day.  Complete 

payroll 

documentation

daily.

Team Leader 

briefing/Q&A 

session. 

Fairfax County Office of Elections



Mailer Check-In Training 

Fairfax County Office of Elections

During the Day 
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Main Functions 

• Review return mailers

• Evaluate voter statements

• Locate and verify voters in VERIS

• Update voter’s ballot status in VERIS

• Manage mailers

• Maintain Mailer Count worksheet.
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What’s at Your Workstation
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On your table:

• Stationery supplies

• Mailer Count Worksheet 

• Material Omissions Chart

• Barcode reader

• Collection boxes/tray:  

➢ "Saved in VERIS"

➢ “Needs Cure“

➢ Tray for completed bundles

• Computer with VERIS access
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Important Reminders

13

➢ You are a “Team” of 1:  Work carefully!

➢ Updating in VERIS:  

Proceed directly to “Pre-Processed”

➢ Add Bundle Number to voter’s record

➢ Ballots are not removed from mailer

➢ Additional review of checked-in mailers: standard practice
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Voter Submission - A Voter in an Envelope
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Domestic Ballot Return Mailer – Front Side
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Domestic Ballot Return Mailer – Reverse Side

16

MARIE ANGELOS 

1001 MCLEAN, VA 

22102-3435
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Matching Label and Statement of Voter

The name and address on the voter information label must match the 

information entered by the voter on the “Statement of Absentee Voter”.
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It’s a match!!  

Continue check in.

Not a Match.  

Place in “Needs Cure” 

table box

MARIE ANGELOS 

1001 FAIRFAX WAY

MCLEAN, VA 22102-3435
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Evaluating Statement of Absentee Voter

 Material Omissions Present

Place in “Needs Cure” table box
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MARIE ANGELOS 

1001 FAIRFAX WAY

MCLEAN, VA 22102-3435

Marie Angelos Bobbi Severta

Marie                                                                                                             Angelos

1001 Fairfax Way                                                                                                             McLean                VA        22102
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Acceptable Names

• First and last

• Any order

• Middle not required if first provided

• Middle initial = name

• First initial OK if full middle name 

included

• Recognized nickname

Goal: Positively identify the voter, within reason
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Acceptable Address

• House/building # and street 

• Apt/unit # not required

• City or ZIP code

POB or PMB # not acceptable
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Request for Assistance/ID Required
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NA + Voter Signature = OK to Check-in

NA + No voter signature = Place in “Needs Cure” box

ID Required = Place in “Needs Cure” box

NA

MARIE ANGELOS 

1001 FAIRFAX WAY

MCLEAN, VA 22102-3435
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"Curing" Process       Voter may correct 

a material omission. 

"Cured" submission       Voter submits a 

signed affidavit containing corrected 

voter statement information.  

Check-in Staff evaluate the corrected 

info on the affidavit.

Accept if no material omissions

If Affidavit has material          

omission do not check in.
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Other Types of 

Mailers
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UOCAVA Return Mailer – Front Side
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UOCAVA Return Mailer – Reverse Side

Printed name is not required.

Voter signature and witness signature are required.
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MARIE ANGELOS 

1001 FAIRFAX WAY

MCLEAN, VA 22102-3435

Marie Angelos Bobbi Severta



Mailer Check-In Training

Fairfax County Office of Elections

Email Ballot Return Mailer – Front Side
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Email Ballot Return Mailer – Reverse Side
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Printed name is not required.

Voter signature and witness signature are required.
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Unused/FWABs/Voids
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Mailer Check-In 

Operations:

The Big Picture
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Receive
mailers

Remove
mis-sorted 

mailers 
Review/Evaluate:

1. Correct voter?

2. Material omissions?

3. Request for 
Assistance (NA)?

4.  ID Required?

VERIS Check-in

Digital Ballots: 
Scan bar code

Email ballots: 
Enter voter name

Verify voter’s 
identity

Select Receive 
Date and 

Received By 
Method 

Update ballot  
status

1. Pre-processed

2. Add Bundle #

SAVE CHANGES

Complete 
Mailer Count 
Worksheet

Mailer Check-In:  The Big Picture

Remove any 
mailer that

“Needs Cure”

Receive 
more 

mailers

30

Verify “Process 
Complete”:  
Place green 

checkmark on 
mailers 
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Mailer Check-In 

Fundamentals
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VERIS:  What is It?

Virginia Election and Registration 

Information System (VERIS)

Security        Integrity Confidentiality

• Database containing sensitive information about every 

voter in the state of Virginia. Data must be protected.  

• Database used ONLY as needed to accomplish your job.

• DO NOT share information contained in voter’s records.
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VERIS Access

Log into Fairfax 

County first !

VERIS:  Access
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Hover mouse over 

"Absentee"

Click on AB Batch Receipt 

– without IDs.

VERIS Homepage 

VERIS:  Batch Scanning
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VERIS:  Date and Method of Receipt
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Ballot received 

by Drop Box 

Drop Off

Ballot received by 

USPS, FEDEX, DHL, 

UPS

• “Date Received” - correct date?

• “Received by Method” - correct method?  

Select “Mail” Select “Drop Off”

10/13/2022
10/13/2022
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Mailers containing digital 
ballots received from drop 
boxes

Mailers containing digital 
ballots received by mail

Mailers containing 
email ballots.

Double Check VERIS:  “Date Received” AND “Received by Method”

Helpful Hints
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Helpful Hints

“Group” Chat:  What’s What!

▪ One tray contains one bundle of 
mailers.

▪ One bundle contains mailers 
pre-banded  into sets.

▪ One set = 50 mailers

▪ One group = Ten mailers (for 
scanning)
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Mailers with Barcodes – Operation Details

1. Ensure that VERIS is ready for scanning operations.

2. Receive a red tray or gray tray containing unopened return 

mailers (Digital Domestic and UOCAVA mailers).

➢ Information labels on mailers contain scannable bar 

codes.

➢ Mailers in a single tray have been received on same 

date and by the same method.

➢ Each tray includes mailers banded into “sets” of 50. 
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Mailers with Barcodes – Operation Details

3.  Transfer the bundle number label to the front of a green 

tray.   Write the bundle number on the Mailer Count Worksheet.

4.  Remove the first “set” of mailers from the red tray.  “Eyeball”

all 50 mailers in the set.

➢ Emails/Unused Mailers:  Give to Team Leader

➢ Count the remaining mailers 

in the set.  Place this number in 

the Mailers at Start column on the 

Mailer Count Worksheet.
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Mailers with Barcodes - Operation Details

5.  Carefully review remaining mailers in the set:  

➢ Voter statement = voter information label?  Watch for 

generational suffixes.  Mismatches to “Needs Cure" table box. 

➢ Material omissions? Material omissions to “Needs Cure" table 

box.  

➢ Special circumstances:  “NA” or “ID Required”? 

Request for Assistance form (“NA”): 

➢ Did voter sign the voter statement?  No material omissions =  

OK to check in.
➢ No voter signature: to “Needs Cure" box

ID Required:  

➢ Place in “Needs Cure” table box.
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Mailers with Barcodes – Operation Details

If Voter Statement = Voter Information Label 
AND

Voter Statement has no material omissions:  

It’s VERIS Time!

6.  Scan barcode on first mailer.
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Mailers with Barcodes – Operation Details
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Ballot ReturnedMarked

7.    Verify voter’s name.

8.  Note that default                      

status is “Marked”.

9.  Place scanned mailer, 

face down, in a separate 

pile.

Important!

Listen for

"success beep“

Only scan a 

barcode once

10/13/2022



Important!
Keep scanned and unscanned 

mailers separated.

10.  Continue scanning until             

count reaches 10.      

Confirm VERIS screen 

information is correct.

11.  Change each voter’s 

ballot status to “Pre-

Processed”.

12. Don’t forget:
Type in bundle number 

(from tray label) in Status 

Reason field 

Status

Count
Reason

Mailer Check-In Training

Mailers with Barcodes – Operation Details

Fairfax County Office of Elections

Pre-Processed 10-13-2

10/13/2022
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Mailers with Barcodes – Operation Details

44

VERY IMPORTANT!

CLICK “SAVE”.

15.  Continue  

process until all 

mailers in set have 

been scanned.

13.  Confirm that Status reads “Pre-Processed” for all 10 voters 

and Status Reason field contains the correct bundle number.

14.  Select “Save”.  Place scanned mailers in “Saved in VERIS” 

table box

10-13-2

10-13-2

10-13-2

10-13-2

10-13-2

10-13-2

10-13-2

10-13-2

10-13-2

10-13-2

10/13/2022
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FYI:  Why Only 10?

• Receiving this error 

message means the 

returned mailers you 

just scanned may not 

have been saved into 

VERIS 

• Entire group must be 

re-scanned and re-saved
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Mailers with Barcodes – Operation Details

46

Rubberband the 50 mailers.

Place in a green tray.

16.  Place a green checkmark on every processed mailer.
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Mailers with Barcodes – Operation Details
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17.  Complete the Mailer Count             

Worksheet. 

➢ Number of Checked-In mailers. 

Record domestic mailers and 

UOCAVA mailers separately.

➢ Number of Mailers Requiring Curing

Complete the appropriate “Needs Cure” 

wrap, recording the Bundle # and Set # 

on the paper.

Ensure that each mailer in the “Needs 

Cure” wrap is labeled with an 

appropriate reason.
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Mailers with Barcodes – Not the End!
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You did great!

But it’s not over yet!

You get to do it again…and 

again…and…!
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Checking-in Mailers 

Without Barcodes
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Fairfax County Office of Elections

Hover mouse over “Absentee”

Click on “Absentee Search”

VERIS Home Page
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Mailers without Barcodes – Operation Details

Fairfax County Office of Elections

Select 

“Search”

Enter voter’s 

last/first 

name

Search Results
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Verify

Correct voter?

Correct Election?

Was voter “issued” an 

absentee ballot for the 

November 2022 

election?

YES to above

Click on pencil to edit

JOHN SMITH

XXXXXXXXXXXXX XXXXXXXXXXX

XXXXXXXXXXX

Issued Issued9/12/2022

2022 November General 



Mailer Check-In Training

Mailers without Barcodes – Operation Details

Fairfax County Office of Elections

Editing a Voter Record

• Ensure Ballot Received Date is 

correct, edit if needed 

• Received by Method either 

“Mail” or “Drop Off”

• Change Ballot Status to “Pre-

Processed”

• Add bundle number to Ballot 

Status Comment field

• Select “Save”

10-13-2

Pre-processed

9/12/2022

10/15/2022
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The Ultimate Goal…

…A confirmation screen showing a “Pre-Processed” Status!

Place a green checkmark on the return mailer to say 

“It’s done!”

10-13-2
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Mini-Review

55
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Mini-Review

1. What are the two basic components of a voter
submission?

2. Is a witness signature required on the Statement of 
Absentee Voter for the November 2022 general election? 

3. If the name on the Statement of Absentee Voter is different 
than the name on the voter information label, what do you 
do?

4. What are some examples of 'material omissions' on a 
Statement of Absentee Voter?

5. Are you opening mailers and removing ballots during mailer 
check-in operations?

56



Mailer Check-In Training

Fairfax County Office of Elections

Mini-Review (continued)

6. What two important components appear on the reverse side 
of a return mailer?

7. You will require two sets of logon credentials.  What are they?

8. Can batch scanning be used for email ballots?

9. What information  must be placed in the Status Reason field 
for each checked-in voter?

10. When completing the Mailer Count worksheet, what numbers 
must be recorded?
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Congratulations!

You have finished the 

training course.

We look forward to working 

with you!

If you have any questions, contact 

us at 703-324-4711/4742 or 

CentralAbsentee@fairfaxcounty.gov

Thank 
you!
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