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Absentee Ballot Request (ABR) Service: Clerk Instructions

Overview

When voters use the online Absentee Ballot Request (ABR) Service they will fill out an online form
with the same information required by the standard paper application. There are validation
constraints in the online form to ensure that all required voter information is included in the request.
Once the voter hits the “Submit Request” button a confirmation email is sent to the voter at the email
address they entered.

To access the public ABR service, go to

https://apps.web.maine.qgov/cgi-bin/online/AbsenteeBallot/index.pl

Not all voters are comfortable with submitting electronic requests. An additional option is provided
on the ABR homepage to allow voters to print a fillable or blank PDF request form. The printed
form must be signed by the voter or immediate family member of the voter and mailed or delivered to
the municipal clerk for processing.

Voters (other than Uniformed Service and Overseas Voters or voters who require an accessible ballot
due to a print disability) may not submit electronic requests after 5:00 p.m. on the Thursday before
Election Day. The system will disable the option for these voters to enter an electronic request at that
time. A message will be displayed on the ABR service homepage advising them to contact their
municipal clerk directly in order to obtain an absentee ballot.

Municipal clerks should process all electronic requests using the following steps. Do not leave
any voter requests in a “Pending” status indefinitely or for an extended length of time.
Detailed instructions for each step are contained in the appropriate sections of this guide.

1. Log into the ABR admin site.

2. If your current password has been reset by the administrator, you will be prompted to create a
new password.

On the admin homepage, click the “Print Requests” button to print all pending requests.

4. Using the printed request form, verify the voter’s eligibility in CVR and add the request in that
system according to the directions on page 9 of this user guide.

5. Return to the ABR admin site and either accept or reject the voter’s request. This will generate a
notification to the voter.

6. Treat the printed request form from the ABR just as you would process a paper request received
via postal mail.

WARNING TO VOTERS FOR DUPLICATE REQUESTS: In an attempt to prevent voters from
submitting duplicate requests in the Absentee Ballot Request Service, functionality has been added
that will alert the voter that they already have an accepted or pending request and the site will not
allow the voter to submit another request. The voter will see the following alert messages after
submitting the duplicate request. Voters will not receive this message if the first request is rejected.

Voter Certification

Please correct the following to proceed:

e A Pending ballot request already exists for this Voter.
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Accessing the Admin Site

NOTE: Only electronic absentee ballot requests submitted through the online form approved by the
Secretary of State are to be treated as valid electronic requests. If you receive an email request
directly from a voter, contact the voter and instruct them to use the online form at:
https://apps.web.maine.gov/cgi-bin/online/ AbsenteeBallot/index.pl

1. Electronic requests are saved in a database accessible through the municipal clerk administrative
site. A municipality may log into the administrative site to search, view, and download their
absentee ballot requests.

The URL is https://apps.web.maine.gov/cgi-bin/online/AbsenteeBallot/munilogin.pl

2. To enter the site, you must type in a username and password. Designated person(s) should log
onto the admin site at least once a day (more often as Election Day approaches). If the person
designated to perform this task is out of the office for the day or a longer period, please ensure
that another person is designated and is provided with the logon and password. You will be sent a
daily notification via email (if you provide an email address in your contact information) of
pending requests.

Absentee Ballot Request Service

APPLICATION ADMIN

Admin Access

Login

Username:
Password:

Log In

Questions about this Service? Contact the Elections Division at: (207) 624-7650 or Email: cec.electicns@maine.gow

3. If your password has been reset by the CEC administrator, you will be provided with a temporary
password. You will be prompted to create a new password when you log in. To ensure accuracy,
type in your new password in both fields. The system will not allow you to copy and paste into
these fields. Your password must be at least 8 characters long and include 1 letter and 1 number.

@

Absentee Ballot Request Service @ orine

APPLICATION ADMIN

l_)ﬂ_'_n_n'mxur OF THE m’l’l—l! OF STATE
Bureau of Corporations, Elections & Commissions

Temporary Password Change

Please enter your new password below. Passwords must be at least 8 characters and contain at least one letter and one number. If you have any questions please contact
the Elections Division at: (207) 624-7650 ar Email: cec.elections@maine.gov.

Reset Password

New Password:
Confirm New Password;

Submit

Questions about this Service? Contact the Elections Division at: (207) 624-7650 or Email: cec.electicns@maine.qow
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Create a Shortcut to the Admin Site

Once you are on the login page, you may add the URL to your Internet “Favorites” or create a
shortcut link on your desktop, as follows:

1. To add to Favorites, go to the administrative site, click on the “Favorites” menu and “Add to
Favorites”.

2. To add a shortcut to your desktop, go to the administrative site, right-click anywhere on the page,
and choose “Create Shortcut”.

Creating a shortcut will make it easier to access the Admin Site as you will not have to enter the
address each time.
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Admin Site Home Page

Upon logging into the system, you will be presented with a web page that displays a list of all
pending requests for the current election cycle. Requests that have been previously accepted or
rejected do not display by default. On the right side of the page is a search panel that will allow you
to enter search criteria. To view requests that have already been processed, use the search panel (see
instructions on page 15).

Absentee Ballot Request Service @ Online

= Service
APPLICATION ADMIN

ABBOT: Requests Log Out

Maintain Contact Info & Password

Please provide your search criteria below to search pending, approved or rejected requests. To view a list of all requests for the current election cycle, please click the "Reset
Search" button.

Instructions to Accept or Reject Requests:

To accept or reject an absentee ballot request, you must first print the request via the "Print Requests™ button. Once you have printed the request(s), refresh the page {press F5)
to access the checkbox.

To accept a request, click on the checkbox next to the request detail and then click the "Accept Reguest™ button at the bottom of the screen. You may accept multiple requests at
one time by checking on the appropriate checkboxes. An email will automatically be sent to the user notifying them that thelr request Is in process.

An asterisk (*) indicates information that may be grounds for the rejection of a request. If you determine that you should reject a pending request, click on the name of the voter
associated with that request. You will be taken to a screen to process this rejection.

Confirmation Number  Request Date Voter Name 0. S App. Status Accept -
Status: | Pending ~
202406-031600001 04/03/2024 Iwo, Voter Test Jr.  03/10/1999 G Pend
Voter Name:
202406-031600002 04/09/2024 Brown, Charlie 10/01/2000 Pend
Request Date Range:
0-2 | AlL(2) From: | Month v | Day ~ | Year ~
[o R ] [Print | [Accept | To: Month  ~|Day v| Year v

Confirmation Number Range:
From:
To:

Election Cycle: | 202406 ~
Click on the column headings to re-sort the list by the information in that column.
Results lists that are greater than a quantity of 25 will display links below the list that will allow you

to navigate between pages. Click “Next” to display records 26 through 50, 51 through 75, etc. Click
on “All (####)” to view the entire list on one page.

1-25 | Next | All (39)
Download Bequests | Print Requests Download Data for BallotVWeb
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Print Request Forms

Each time you log into this site, you should print all pending requests received since the last time the
account was accessed. Adobe Reader is required to do this. You can download Adobe Reader for
free at http://get.adobe.com/reader.

Absentee Ballot Requests

Confirmation Number Request Date Voter Name Voter D.O.BE Enr. Status App. Status Accept
202406-031600001 04/03/2024 Two, Voter Test Jr. 03/10/1999 G Pend
202406-031600002 04/09/2024 Brown, Charlie 10/01/2000 Pend

0-2 | All (2)

—
| Download Requesﬂ | Print Requests ” Accept Request(s) |

1. Click the button “Print Requests” to view and print the PDF file using Adobe Reader. Print the
entire file to generate a paper copy of each pending request on the screen. The requests are
formatted exactly like the printed request form and are processed just as if they were received by
postal mail. The electronic confirmation number will print directly below the heading. (See
sample electronic request on page 8). The requests may not be processed until the PDF file is
generated for you to either print or save.

2. Please note that the “Accept” checkboxes on the right are disabled until the voter request is
printed. The requests may not be processed until the PDF file is generated for you to either print
or save.

3. Once the requests have been printed, click the Refresh button on your browser.

4. A single request may be reprinted from the voter detail page, but only after the request has been
processed. Reprints may be necessary if the original copy is damaged, lost, etc.

Absentee Ballot Request: Details

Confirmation Number: 202406-031600002
Request Date: 04/09/2024
Voter Name: Charlie Brown
Voter Residence Address: 123 Snoopy Way
Voter Date of Birth: 10/01/2000
Voter Enrollment Status:
Voter Application Status: Pending
Voter Phone Number: (207) 555-5555
Voter Mailing Address: 123 Snoopy Way, Abbot, ME 01234

Voter Email Address: charliebrown@gmail.com

Acceptance Email: [ Select v

Grounds for Rejection: [ Select v

|Rejecl Request' |Accept Request' |Cancel & Return to List
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Sample Electronic Request

Application for Absentee Ballot Application Received
June 11, 2024 Primary Election (Date/Time)
ELECTRONIC REQUEST #202406-031600002 04-00-2024100:44 AM (EDST)
Absentee ballots will become available and Ballot Sent/Delivered
will be provided to voters beginning in early May. (Date/Time)
Enrollment :|
An absentee ballot request must be received by the Municipal Clerk by the close

of business on Thursday, June 6, 2024, unless special circumstances exist.
Voted absentee ballots must be received by the Municipal Clerk by 8 p.m. on June 11, 2024,

1. Full Mame of Registered Voter Requesting the Ballot  Charlie Brown

2. Residence Address of Voter 123 Snoopy Way ABBOT
{Street Address) {Mumicipality}
3. Voter’s Date of Bith 10 - 01 - 2000
m m d d K ¥ ¥ ¥

4, Contact Information — Please complete, Clerk will use only to notify the veter if there is a problem with the application or ballat,

Daytime Phone Number {2':'?} 555-5555 Email Address maﬂiebmwn@gmail_ocm

5. Ballot requested: A voter not enrolled in a political party may participate in a party's primary without enrolling in the
party. An unenrolled voter may vote in only one primary election. Indicate the party for which vou want to receive 8
hallot, MOTE; A voter enrolled in a party will receive the ballot for that party regardless of the party indicated below,

O Democratic O Green Independent [0 Republican
. Method of Delivery of Ballot to the Voter

a, D ISSI..I.E-'Ij. o '\-’oter i.‘\rlpliciniun Ruquin.ﬂ W woter will vole Oailside the Murlil:il'uﬂ Clerk's Pﬂcsem‘e]

b. Kl By Mail to this Address 123 Snoopy Way, Abbot, ME 01234

c. [ By Immediate Family Member of Voter Designated Below:

(Wame} {Relatianship i Vieder)
d. O By this 3rd Person (Designated by the Voter) _ Electronic Request 04/09/2024
{Mame) {Telephome #)
7. Signature of Voter OR Immediate Family Member of Voter Date

MNote: If an immediate family member of the voter is completing this application, the relationship to the voter must be
provided in 6ic) above. The absentee ballot can be delivered to the immediate family member in person or mailed to the
address provided in 6ib).

8. Signature of Immediate Family Member Returning the Ballot

Relationship to Voter

(Complese Section #5 Only if Balkor was Delivered e the Voter or 8 Different Immesdiste Family Member of the Voter)

AIDE CERTIFICATE: (Must be Completed if Applicant was Assisted as Designated Below)
If the voter received assistance in reading and/or signing this application, the person who assisted the voter must
complete and sign this certificate.
I helped this voter: [J read the application [ sign the application [0 read and sign the application

Signature of Aide Printed Name of Aide
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Process Electronic Requests

All requests either must be accepted or rejected using the ABR admin site. Before determining
whether a request should be accepted or rejected, you must check the voter’s status in CVR. Based
on the information provided in the electronic request form and the results of your CVR search for
each voter, you will decide to accept or reject each electronic absentee ballot request accordingly.
The ABR system will automatically send a notification to the voter telling the voter the status of the
request (i.e. accepted or rejected). Detailed instructions for either accepting or rejecting the requests
are provided later in this guide.

Like the March 5, 2024 Presidential Primary, the June 11, 2024 State Primary Election will be
conducted as a semi-open primary. A semi-open primary allows unenrolled voters to vote in one
party’s primary election without enrolling in the party for the ballot they select. Voters who are
enrolled in a party can only participate in the primary for the party in which they are enrolled.

To summarize:

1. Unenrolled Voters — VVoters who are not enrolled in a party may choose to vote in one
party’s primary (i.e., a voter may request a Democratic ballot, a Republican ballot or a Green
Independent ballot (voters residing in Congressional District 1 only). The unenrolled voter
cannot vote a ballot for more than one party.

2. Voters enrolled in a party — may only vote in that party’s primary. There will be a state
primary ballot in every municipality for the Democratic and Republican Party. There will be a
Green Independent ballot for voters in Congressional District 1 only. There are no Libertarian
or No Labels candidates, thus there is no primary ballot for these parties. VVoters who are
enrolled in a party for which there is no ballot available cannot participate in the primary
election unless they withdraw or change their enroliment.

The charts below illustrate the ballot options for the June 11, 2024 Primary based on voter
enrollment:

Voters Residing in Congressional District 1:

Voter Enroliment Status Ballot Options

Democratic Enrolled as a Democrat — must receive Democratic ballot

Green Independent Enrolled as a Green Independent - must receive Green Independent ballot
Libertarian No ballot selection — Party not participating in Primary

No Labels No ballot selection — Party not participating in Primary

Republican Enrolled as a Republican — must receive Republican ballot

Unenrolled May select a Democratic, Republican or Green Independent ballot

Voters Residing in Congressional District 2:

Voter Enroliment Status Ballot Options

Democratic Enrolled as a Democrat — must receive Democratic ballot

Green Independent No ballot selection — no candidates from the Green Independent Party qualified
for the ballot or filed as a write-in candidate

Libertarian No ballot selection — Party not participating in Primary

No Labels No ballot selection — Party not participating in Primary

Republican Enrolled as a Republican — must receive Republican ballot

Unenrolled May select either a Democratic or Republican ballot
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After you have printed the absentee ballot applications from the ABR, you must check each voter’s
registration and enrollment status. In the Central VVoter Registration system (CVR), go to Activities —
Absentee Ballots — Search Absentee Ballots and search for the voter.

e The absentee ballot application includes an “Enrollment” box in the upper right corner. When
you check the status of the voter in CVR, write the party code found in CVR for that voter.

1.

If the voter is enrolled in a party, enter the party abbreviation in the upper right “Enrollment”
box on the application.

If the voter is unenrolled, enter a “U” in the upper right “Enrollment” box on the application.

A rejection reason is provided to allow you to reject a voter who is either enrolled in a party
that is not participating in the election or who has selected a party ballot (if unenrolled) that
does not have a ballot in your municipality.

If the voter is registered to vote in your municipality and otherwise qualified to receive an
absentee ballot -- add the request for the absentee voter in CVR as described in the CVR User
Guide, chapter six. You must then return to the ABR admin and accept the electronic request
(see pages 11-12).

o Title 21-A, Maine Law on Elections, 8122, sub-85 provides that receipt of a written
absentee ballot application that is signed by the voter establishes a presumption of
qualification to register to vote, and authorizes the clerk to issue the ballot and a voter
registration application to the applicant at the same time.

o However, an electronic or telephone request for an absentee ballot that is received
from a person who is not registered to vote will not establish a presumption of
qualification to be registered to vote.

If the voter is not registered in your municipality, or is otherwise not qualified to vote, you
must reject the electronic request using the ABR admin (see page 13). A request that is
rejected because the request comes from a voter who is not registered in your municipality is
not entered into CVR.

Once you have searched for the voter and entered the absentee ballot request information in CVR (if
applicable), you either will accept or reject a request from a specific voter in the ABR system as
described in the following sections of this guide.

Reminders:

Voters that are enrolled in a qualified party participating in the primary must be provided with
that party ballot, even if the voter selects a different ballot on the absentee ballot request. Only
unenrolled voters can participate in a party’s primary without enrolling in the party.

You may receive absentee requests from voters enrolled in a party who select a different
ballot in the ballot selection dropdown. Disregard the ballot selected on the request and enter
the voter’s current enrollment in the “Enrollment” box. This will help prevent errors when
ballots are issued to voters. Do not reject this request in ABR, but you must send the voter
the ballot for the party in which the voter is currently enrolled in their CVVR voter record
Voters that change or withdraw their enrollment within 15 days of the election are ineligible
to participate in the primary.

Reminder: A voter must remain in a party for 3 months before changing parties or
withdrawing their enrollment. They must do so at least 15 days before the primary in order to
be eligible to vote in the primary.
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Accept Requests

Requests that are to be accepted can be processed as a batch directly from the list of pending voter
requests on the ABR admin home page, as long as the requests have been printed. If a request has
not been printed, the checkbox associated with that line will be grayed out.

To accept a request:

1.
2.

3.

Print the requests as described in the previous section “Print Request Forms” (page 7).

For each request you are accepting (you may accept multiple requests at the same time), check the
box at the far right side of the voter’s information (column labeled *“Accept”).

Click the “Accept Request(s)” button at the bottom of the screen.

Upon accepting the request(s), the system will automatically send an email notification to the

voter stating that their absentee ballot request has been accepted for processing by their municipal

clerk.

o

The list of requests will re-display with any remaining pending requests that were not selected.

6. Once you have accepted the request in the ABR system, treat the paper copy of the request just as
you would any other absentee ballot request.

Absentee Ballot Requests

Confirmation Number Request Date Voter Name Voter D.O.B Enr. Status

202406-031600001 04/03/2024 Iwo, Voter Test Jr. 03/10/1999 G
202406-031600002 04/09/2024 Brown, Charlie 10/01/2000
202406-031600003 04/09/2024 Van Pelt, Lucy 12/25/1965 G
0-3 | All (3)

| Download Requestsl | Print Request{lAccept Requesl(s)l

App. Status

Accept

In some cases, you may need to accept a request from the voter detail screen. Click on the voter’s

name to access the screen below. Click on the “Accept Request” button.

Absentee Ballot Request: Details

Confirmation Number:
Request Date:

Voter Name:

Voter Residence Address:
Voter Date of Birth:
Voter Enrollment Status:
Voter Application Status:
Voter Phone Number:
Voter Mailing Address:
Voter Email Address:
Acceptance Email:

Grounds for Rejection:

Rev. 4/2024

202406-031600002
04/09/2024

Charlie Brown

123 Snoopy Way
10/01/2000

Pending
(207) 555-5555
123 Snoopy Way, Abbot, ME 01234

charliebrown@gmail.com

[ Select v

[ Select v |

|Rejet:1 Reqlﬁ”fcept Request”ﬁfmcel & Retumn to L\stl
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Once the request has been accepted, the VVoter Application Status will change to “Accepted” and the
button options will change. The automated notification will be sent to the voter.

Absentee Ballot Request: Details ‘

Confirmation Number: 202406-031600002
Request Date: 04/09/2024
Voter Name: Charlie Brown
Voter Residence Address: 123 Snoopy Way
Voter Date of Birth: 10/01/2000
Voter Enrollment Status:
Voter Application Status: Accepted
Voter Phone Number: (207) 555-5555
Voter Mailing Address: 123 Snoopy Way, Abbot, ME 01234

Voter Email Address: charliebrown@gmail.com

|Cance\ & Return to Listl |Pr\nt Request
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Reject Requests

If a request is submitted by a person who is not qualified to vote in your municipality, then the
request MUST be rejected. Any necessary actions to become qualified must be performed prior to
the voter submitting another request.

To reject a request for an absentee ballot, follow the procedure below.

1. Print the request as described in the previous section “Print Request Forms” (see page 7).

2. Access the Voter Detail Page for the voter whose request you want to reject by clicking on the
voter’s name in the list of pending requests.

3. The Voter Detail Page for the selected voter will be displayed.

Absentee Ballot Request: Details

Confirmation Number: 202406-031600003
Request Date: 04/09/2024
Voter Name: Lucy Van Pelt
Voter Residence Address: 123 Woodstock Lane
Voter Date of Birth: 12/25/1965
Voter Enrollment Status: Green Independent
Voter Application Status: Pending
Voter Phone Number: (123) 456-7890
Voter Mailing Address: PO Box 123, Peanutsville, IA 12345

Voter Email Address: lucyv@gmail.com

Acceptance Email: | Select v

Grounds for Rejection: [ Select v

|Rejecl Requestl |Accepl Requesll |Cance| & Return to Listl

4. To reject a request, select a reason from the Grounds for Rejection drop-down list. The valid
grounds for rejection are:
Duplicate Submission;
Voter is UOCAVA,;
Voter Not Registered;
No Party Ballot Available for Voter; or
e. Voter Under 18 years.
See chart on page 14 for proper use of each reason.

cooe

5. Click the “Reject Request” button after selecting the grounds for rejection.

Voter Mailing Address: PO Box 123, Peanutsville, IA 12345

Voter Email Address: lucyv@gmail.com

Acceptance Email: [ Select v

Grounds for Rejectiops

-
|Rejec1 Requestl |/§:cept Requestl |Cancel & Return to Llstl

6. The application will prompt you to verify that you would like to proceed with the rejection. Click
“OK” to proceed or “Cancel” to return to the voter detail screen. After clicking “OK?”, the voter
notification screen will display.
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NOTE: The email notification will provide instructions to the voter. The full text of each email is
provided as an appendix to this guide.

Title 21-A, 8753-B, sub-87 provides that whenever an absentee ballot application is denied, the
municipal clerk shall immediately notify the applicant in writing of the reason for the denial. This
system-generated email notification fulfills that requirement. Please print this screen using your
browser’s print function (pressing Ctrl+P works in most browsers) and attach it to the voter’s printed
electronic request form. Both the request and notification should be retained and kept with all other
rejected absentee ballot applications.

Click the “Confirm and Send Notification” button to initiate an emailed notification to the voter.
The system will send the email and return to the list of pending requests. The Voter Application
Status will change to “Rejected”. If you determine that the request should not be rejected before you
send the notification, click “Cancel and Return to Search Results”. From the Search Results page,
you may accept the request as described in the previous section entitled Accept Requests or Reject
the ballot for a different reason by selecting the appropriate reason from the dropdown list.

Confirm and Send Notification : | Cancel and Return to Search Results ‘

v
Rejection Reason Explanation
Voter Not Registered Use when you receive a request from a voter who is

not registered to vote in your municipality or not
registered at the address provided in the application.

No Party Ballot Available for Use when you receive a request from (1) an

Voter unenrolled voter who failed to select a party ballot;
(2) an unenrolled voter who selected a party ballot
which is not available for your municipality; or (3) a
voter enrolled in party that is not participating in this
election — see charts on page 9.

Duplicate Submission Use if you have already received and accepted an
absentee ballot request from the voter.
Voter is UOCAVA Use when you find in CVR that the voter is currently

designated as a UOCAVA voter or the address
provided on the application indicates the voter is in
the military or currently residing outside the country
(i.e., APO or FPO address or foreign address) — the
rejection notification will instruct the voter to apply
for a ballot using the UOCAVA portion of ABR. The
Secretary of State issues ballots to all UOCAVA
voters.

Voter is Under 18 Years Use if you receive a request from a voter who is too
young to vote in the election. NOTE: Maine law
does allow a 17-year old to vote in a primary election,
but only if the voter will be 18 years of age by the
General Election. Therefore you must reject an
application from any person whose date of birth is
after November 5, 2006.
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Search Results

The Search panel will always display on the right side of the web page. You may specify your search
results by selecting one or more criteria on the Search panel. The more criteria you select, the
narrower your search results will be. To initialize the Search panel to the default (pending requests
for the current election cycle), click the button to “Reset Search”.

Status: | Pending v |

Enroliment:

Voter Name: [ ]

Request Date Range:
From: | Month v|Day v | Year v|
To: | Month v | Day v | Year v|

Confirmation Number Range:
From;| |

To| |

Election Cycle: | 202406 v |

Search Requesis| |Reset Search

1. Request Status — select a status to display, or select All.

Status: |All b

Voter Nz F'Eﬂdiﬂg

Reque:tHejECtEd
_pﬁlccepted

From: | Day [» | Year |+

2. Voter Name — Enter all or part of a voter’s name to narrow the search to any voter record
containing the entered text as all or part of the voter name. For example, entering “John” in this
field will generate a voter list that will include voters with similar first names such as “John” and
“Johnnie” and will also include voters with last names like “Johnson”.

3. Request Date Range — To search for records within a specific date range, use the “From” and
“To” date drop-down fields.

4. Confirmation Number Range — Enter a beginning and ending confirmation number. To find a
single request, enter the same number in the From and To fields. The confirmation numbers must
be formatted to include the election cycle.

(Example: 202406-XXXXXXXXX)
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5. Election Cycle — Previous election cycles created by the State administrator will be included in
the drop-down box. You may search for records specific to an election cycle or leave the cycle
unselected to search ALL election cycles within the database. These records are kept in the
database for five years, after which time they will be purged.

Election Cycle: | 202406 v

Search Requests| |Reset Search

Click “Search Requests” to display the list of voters meeting the criteria entered. The list
automatically will be sorted by confirmation number. Click on the column headings to re-sort the list
by the information in that column.
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Maintain Contact Info

The other tab on your main admin page is “Maintain Contact Info”. Please take a few minutes to fill
out this information. If an email address is entered on this page, the automated email notifications
sent to voters will include the Clerk’s email so that the voter can contact the Clerk with questions.
Also, for your convenience, the system will send you a daily email notification if you have any
requests pending in the system. If you do not have pending requests, you will not receive this email
message.

Click on the “Maintain Contact Info” tab to view the screen below.

ANYTOWN : Maintain Contact Info

| Requests | Maintain Contact Info

Please make sure your contact information is current. To update your information, click on the "Edit” button.

Municipality: ANYTOWWN
County: Piscataquis
Municipal ID: 0999

Municipal Clerk Name:
Telephone:
Fax:
Email:
Mailing Address Street:
Mailing Address City/Town:
Mailing Address Zip:

Password:

Perform the following steps to update your information or change your password at any time:
1. Click the Edit button.
2. Enter or edit your contact information; or
3. Enter your new password, then re-enter the same password to confirm. (Passwords must be at
least 8 characters long, contain a letter and a number, and are case sensitive.)
4. Click the Save Changes button.

ANYTOWN : Edit
quests Maintain Contact Info
To save any updates you have made, click the "Save Changes” button. To cancel any changes or retain the information on file, click the "Cancel” button.
Municipality: ANYTOWN
County: Piscataquis
Municipal ID: 0999
Municipal Clerk Name: Jane E. Clerk
Mailing Address: [123 main Street
City/Town: [ Anytown
State: Maine
Zip: 04444
Telephone: 555-5555
Fax:
Email: | clerk@anytown-me.gov
New Password (leave blank for no change):
Confirm Password (leave blank for no change):
(Passwords must be = minimum of 8 characters long
and cantain =t least one letter and one number.)
Save Changes | Cancel
[x
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Download Data

Note: This is an optional function. You are not required to download this election data.

The search results are downloadable to a pipe-delimited file (PSV) that can be imported easily into
Microsoft Excel or Access, as well as other electronic databases. Click on the “Download
Requests” button to save the data to your computer. Click “Save” when prompted and select a
location on your computer.

@

File Download ['5_(|

Do you want to open or save this file?

Mame: absentee_ballot_search.txt
Type: Text Document

m

From: dev.informe.org

Open ] [ Save %J [ Cancel l

harm your computer. f you do not trust the source, do not open ar

@ While files from the Intemet can be useful, some files can potentialhy
save this file. What 's the risk?

You may rename the file if desired and choose a location on your computer.

F

Save As E]

Savein: |l‘:‘);’-".|:|serrtee Ballot Requests V| O ? ® -

ic
My Recent
Documents

-

Desktop

My Documents

9

Wy Computer

-

File name: |abser|tee_ba||0t_search.bd b | I Save ,\\%

My Network Save as type: | Microsoft Excel Worksheet w | [ Cancel
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To import the delimited text file into Excel:
1. Open Excel and select “File>Open” from the menu.
2. Browse to the file at the location where you saved it.

Text Import Wizard - Step 1 of 3

3. Step 1 of 3 - The Text Import

The Text Wizard has determined that your data is Delimited. Wizard W| ” automatical Iy dISpIay

If this is correct, choose Next, or choose the data type that best describes your data.

Original data type Click “Next”.
Choose the file type that best describes your data:

(&) iDelimited; - Characters such as commas or tabs separate each field,

OFIXEdﬂIdﬂj - Fields are aligned in columns with spaces between each field.

Start import at row: E File origin: 437 : OEM United States v

Preview of file C:\Documents and Settings\Katharine.mo. .. \absentee_ballot_search.txt.

First Hame |Middle Name |Last Name |Suffix|Voter Date of Birth|Res
Fethy|E. |[Moore| |01/06/1963|123 Main Stree|RCTCOM|¥ork|Z|555 Pota
Joel| | Joehnson| Jr. |11/01/1992| &35 Perscns Roed|ACTON|York|R|B303
Wiole|Veronice |Viclettel |06/12/1948| 654 Bluebird Lene|ACTON|Yor
Fred| |Flinstone| |12/25/1362 | 363 Brontosaurus Blwd. |RACTON | York| 1]

*

mext> |[ Enish |

. |U| |.n |Ld ||\: |»—'

Text Import Wizard - Step 2 of 3

4. Step 2 of 3 - Under

“Delimiters”, uncheck ‘ ":his sa’eegele:::s_ Wi!-lfesetteg-l'e ?Ihelimiters. }l‘DEF i:lata containg, You can see
ow your text is affected in the preview below.
“Tab”. Check “Other”

aﬂd en:er ?lp)lpe th SEEE |:| [] Treat consecutive delimiters as one
Character In the Sefrresten Comma

box. The pipe Other: [l Text gualifier:
character is on the key

just above the Enter Data preview

key. (Press Shift +\)
Click “Finish”.

First Name Middle Name [Lzst Name [Suffix [foter Dete of Birth [Resid{ ™
Fathy E. Moore N1/06/1363 LZ3 M
Toe ITohnson 1T ni1,/01/15953 E3s B
Ticle Tercnica Tioclette Des/1lz2/15948 IS4 B
Fred Flinstone NZ/25/71962 [BE3 B] ap
£ >
Cancel ] [ < Back ] [ Mext = l [ Einish

5. Once you have successfully imported the text file into Excel, save it in the xIs format to enable
you to open it in the future without going through the import process. Click “File>Save As” and
then select the Excel format.
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6. Click “Save”. The data will now be stored on your local computer as an Excel worksheet.

e ]

Cancel

File name: |absentee_|:uall-:ut_searu:|'|.txt

save as typel |Text (Tab delimited) (% txt)

Vicrosott O orkboo

¥ML Spreadsheet (%, xml)

Single File Web Page (*.mht; *.mhtml)
Web Page (*.htm; *.html)

Template (*.xt)

Text (Tab delimited) [*.txt)

([ [

£
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Appendix: Sample Voter Notifications
Initial VVoter Notification

Thank you for requesting your Absentee Ballot by using the State of
Maine Absentee Ballot Request Service. Your application has been
received. Your Municipal Clerk will review the application to
determine if you are eligible to receive an absentee ballot. You will
be sent another email informing you of whether your application was
accepted or rejected.

Sincerely,

Division of Elections, Maine Secretary of State

Acceptance Notification

Dear {name},

The absentee ballot request submitted by {Voter’s Name} on {Date
Request Submitted} has been processed and accepted by the Municipal
Clerk in {Town Name}.

Absentee ballots for the June 11, 2024 State Primary Election will be
available on or about May 13, 2024. The absentee ballot will be sent
via postal mail to the address listed below. Date and times of
delivery may vary depending on local mail service.

Mail to:
Name and address provided by Voter in Application

Please contact your Municipal Clerk or the Elections Division if the
ballot is not received in a timely manner.

Sincerely,

Town Email: {email address entered in ABR}
{Name of Town} Municipal Clerk

Voter is Not Registered

Dear {name},

I have received your electronic request for an absentee ballot for the June 11,
2024 State Primary Election. Due to the reason listed below, 1 am unable to
process your request.

Reason for rejection: Voter is not registered to vote at the address listed on
the application or voter is not a registered voter in {Town Name}

To register to vote or to update your voter registration, please complete a voter
registration application, which can be done online at:

www . maine.gov/vote

IT you are not a resident of {Town Name} and submitted the request to this
municipality in error, you must submit your electronic request to the town where
you do reside.

Sincerely,

Town Email: {email address entered in ABR}
{Name of Town} Municipal Clerk
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Voter Under 18 Years

Dear {name},

I have received your electronic request for an absentee ballot for the June 11,
2024 State Primary Election. Due to the reason listed below, I am unable to
process your request.

Reason for Rejection: Voter is not old enough to vote

Thank you for your interest in the electoral process, but you are not eligible to
vote in this election.

Sincerely,

Town Email: {email address entered in ABR}
{Name of Town} Municipal Clerk

Duplicate Submission

Dear {name},

I have received your electronic request for an absentee ballot for the June 11,
2024 State Primary Election. Due to the reason listed below, under Maine law, 1
am unable to process your request.

Reason for Rejection: Duplicate request submitted

Sincerely,

Town Email: {email address entered in ABR}
(Name of Town} Municipal Clerk

Voter is UOCAVA

Dear {name},

I have received your electronic request for an absentee ballot for the
June 11, 2024 State Primary Election. Due to the reason listed below,
under Maine law, I am unable to process your request.

Reason for Rejection: You are designated as, or your mailing address
indicates that you are, a UOCAVA (Uniformed Service or Overseas) voter.

The State of Maine sends all State ballots to UOCAVA voters, and you
need to request your ballot from the State of Maine by clicking on the
"UOCAVA Voters Online Request' button on the Absentee Ballot Request
Service at the following address:

https://apps.web.maine.gov/cgi-bin/online/AbsenteeBallot/index.pl

IT you should not be designated as a Uniformed Service or Overseas
Voter, please complete a voter registration application to update your
registration, which can be done online at:

www . maine.gov/vote

Please contact the Elections Division at 1-888-VOTESME or
UOCAVA_CEC@maine.gov if you need additional assistance.

Sincerely,
Town Email: {email address entered in ABR}
(Name of Town} Municipal Clerk
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No Party Ballot Available for VVoter

Dear {name},
Dear {name},

I have received your electronic request for an absentee ballot to be mailed to
you for the June 11, 2024 State Primary Election. Due to the reason listed
below, under Maine law, 1 am unable to process your request.

Reason for rejection: The party in which you are enrolled does not have a
ballot in this municipality because no candidates filed for ballot access. If you
are unenrolled, you either failed to select a party or the party ballot which

you selected does not have a ballot in this municipality.

There is no State referendum ballot for this election. The Green
Independent party has a write-in ballot in Congressional District 1,
but no ballot in Congressional District 2. The Libertarian and No
Labels parties do not have a primary ballot this election. Please check
with your Municipal Clerk to verify your enrollment status. If you have
been in your current party for at least 3 months, the deadline to
change your enrollment or to withdraw from your current party is May
24, 2024 (15 days prior to the election). Once enrolled in a party, a
voter must remain in the party for at least 3 months before they are
eligible to withdraw from the party or change enrollment to a different
party.

IT you would like to change your party enrollment, you must complete a voter
registration application which can be done online at:

www . maine.gov/vote
Sincerely,

Town Email: {email address entered in ABR}
Name of Town} Municipal Clerk
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