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Overview

This is a manual to help you understand how to populate the data in the WAMS (worker access module).
WAMS is a tool that the election officer can use to see upcoming elections, sign up for training and also

update their personal contact information as needed.

This manual will explain how you:

¢ Upload material for the help resources

¢ Upload material for the training materials

s Generate quiz questions and quizzes

Training Material
Training material can be uploaded within EOMS to have available for certain online training classes, for
the ‘training material’ tab of WAMS or for the ‘help resources’ section on the main screen. The material
uploaded can be within any of these:
formats: .doc; .rar; .pdf; .zip; .docx; .xls; .gif; .jpg; .jpeg; .bmp; .png; .xIsx; .ppt; .pptx; .xml; .txt; .avi; .wmv
; rmvb; .orm; flv; .mov

Categories

All training material must be uploaded into a category. This can help organize your material.

1. Click on the training tab.
2. Click on the Training Materials’ button.
3. The next screen will list any existing material already uploaded into the system.
4. Click the ‘Category Setup’ button to review all existing categories.
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Add New

In the category setup screen, type in the new category desired and click ‘Add New’. This will add to the

existing list.
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Edit existing categories
Click into the field and edit the name of the existing category. Click update across from the category you
just updated to save the change.

Change the order of the categories by using the sort order column. Again, click ‘Update’ once finished
making modifications.

Click the ‘X’ in the top corner to close the popup screen.

You can only delete a category that currently doesn’t have any material tied to it. So the ‘delete’ button
will only be available to click for the categories that fit this criteria.

[x]

Calegory Name: | | Add New

Materials Category

Category Name Sorl Omder Action

'Basic Questions ] ] Update Delete
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Upload Material

Material can be uploaded into EOMS. The material can be used for classes, the help resource section or
the training material section of WAMS.

1. In the training tab, click ‘Training Materials’.
2. Click ‘Add’ to upload a file.
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EOMS - WAMS USER MANUAL

— g —

Training Matsilals [4)
O Titie Cotogorny S Le Modilied
O @ FLE Basic Questions 400 KB DRI T4
O 8 Goos URL Basic Questions 0 KB 0311172014
0 @) mage of Exsg Basic Ousstions a KB 0052014
O & ST Basic Qruastions 451KB 031172014

AMA B CDEFGHI JXLMNOPOR

= ' -

3. There are three different types of files you can upload into the module:

a. Video
b. Document
c. Website

4. For any of the file types, you will always need to identify the file title and the category you want
to categorize the item under.
a. Type the title into the ‘File Title’ column.
b. Choose the ‘Type’ of file you are uploading.
i. If you chose video or document -
1. Choose a category from the dropdown box.
2. Click ‘select from client’ to find the file on your desktop computer.
3. Click ‘Select from FTP Server’ if the file you want was uploaded to the
FTP site you share with us. (We recommend this for the large video files
you may want to upload)
a. For videos, we found it is best to convert the video to .flv - so
you can check this box if desired.
4. Click ‘Save’ when finished. Wait for a ‘save successful’ message. Then
click ‘Back’ to see your new file in the training material tab.

Type 2 video () Document ) Websila
Catagoty Basic Questions ¥
Fie | Salect From Chent | | Select From FTP Server |

|_] Corvert to fiv format

Maximum file sze 10MB
The a%owed Ma format. doc, rar, pdf. 2. doox; wis; gft ipg. jpeg. bmp. png. xisx, ppt: pptx, xml, 1 avi, wimy, vt . v, mov, swi

ii. If you chose ‘website’
1. Choose the desired category from the dropdown
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2. Type in the website URL. Notice we recommend you starting the URL
with ‘http://' or ‘https://’ or ‘ftp://'.
a. For example you'd type in ‘http://google.com’
3. Click ‘Save’ when finished. Wait for a ‘save successful’ message. Then
click ‘Back’ to see your new webpage in the training material tab.

Materials Add/Edit
File Title
Type Video (0 Document (® Websile
Category; Basic Questions ¥
WebSite URL. (Please start with “hitp /" or *htips /7 or “ftp4r)

Review uploaded material
1. In the training material tab, you can click on any of the titles to view the website or download

the file/video,
2. If the file or website is incorrect, you can click ‘edit’ across from the title to make an edit.

Remember to save when changes have been made.
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Define material as a ‘help resource’
In WAMS home page, there is a ‘help resources’ section. You are able to define which material item(s)

should be posted there.

‘Weineres Kivchen Werberst

VIRHCOME 18 O e DN £ SRR OREH I Ot Alired 54 Sk pange) By =
Hoal, on e sore o the e of e screnn. Chch on *Tzameng Clessess” 11 AP oM KSR RPSAORTS ] = e
DA Bkl FNL I 4 A il At B K O Vet ik B Jringiel ey W0 st Il Yo ¢ on iy ProMir” 10 werPy Bl O 7OuS COMLC] Itrmation, # ot et ) M sy NGRS P 00 e v i ol -:'_' p—

it 2 eom cirtadt mboust e ) whive yous £ serve

L

You L) WHLIOET mied Wvii vl FOuETenl Fadteds, S el 4 guste ars] P tieciom Siices usde Wi “Traiing Matenea’ oe Beme docees b o G L A i, Coe

1. Inthe training material section, click the check box across from the title of the item under the
help resources column. Anything with the check box defined means it will be present in the help

resource section of WAMS,
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Publishing Material

‘Publish’ means the file will be available within the ‘Training Materials’ tab of WAMS. Some files you
upload may only be used for training class material and you won’t want to share it for everyone to
review. So the ‘Publish’ feature is the way you can hide certain material from the training material tab.

To Publish
1. Inthe training material tab of EOMS, click the ‘Publish’ check box next to the title of the item
you want to be present in the WAMS training material tab. This will have the file be available for
anyone in the training material tab.
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To Un-publish
1. in the training material tab of EOMS, uncheck the box next to the title of the file desired. This
will hide the file from the training materials tab of WAMS.
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Delete a file
Files can be deleted only if they are not marked as published, as the showcase video, or attached to a training
course.

Click the ‘Delete’ button across from the file you want to delete. A popup will appear asking if you are sure you
want to continue with the action. You can continue or cancel. A successful message will appear if the file was
deleted. If it can’t be deleted a message will appear explaining why the deletion action was unsuccessful.

Training Quizzes

Training quizzes are for online training classes and are election specific. The quizzes are created based
on questions uploaded to the system which are grouped into different categories. The quizzes can be set
to expire on a specific date and are also password protected.
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The training quizzes section is located within the Training tab of EOMS. It is a button within the top
teader of the tab.

Election Officer Management System
\h.\\ \ £aveen Sneard bme Thurscdy, Septembee 15, 26149 1950111
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Breakdown of the Training Quiz section:

Title — represents the title of the quiz

Creator & Create Time - the person that generated the quiz within the EOMS system and the
date/time it was added.

Last Modified Time — the date that someone changed something within the quiz.

Enabled — if the check box is clicked for a quiz, this means the quiz is available to be selected for
an online training for the selected election.

Access Code — this is the password the worker must enter in order to access the quiz online
Action - for enabled quizzes, you can click ‘Preview’ or ‘Detail’. For not enabled quizzes you can
click ‘Preview’ or ‘Edit’.

Question Library - this is where all the different quiz questions are stored and added. Questions
are stored under specific categories which are user defined.

Add - allows the user to generate a new quiz for the election listed within the screen.

Copy from Other Elections - this button allows you to re-generate a quiz which was generated
from a past election for the current election.

Deleted — delete an existing quiz
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Question Library
Within the Training Quizzes screen, click Question Library. The screen shows off all the questions generated within
the system.

e  Each question is categorized and can be marked as ‘enabled’. Enabled means the question is available to
be a part of a quiz.

e (Quiz questions can include a photo if desired.

¢ (uiz answers can include a photo if desired.
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e The answer to a quiz question can either be one option only or multiple. It's up to you to define the
correct answer(s).
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Creating Quiz Question Categories
Categories are important to the system because quizzes are setup by pulling random questions from a
specific category —making each quiz unique each time a worker views the quiz.

In the Question Library page, click ‘Category Setup’. A popup will appear with the current categories
stored within the system.

Add a category

In the Question Library page, click ‘Category Setup’. A popup will appear with the current categories
stored within the system. To add a category, place your cursor into the blank text field. Type the title of
the new category and then click ‘Add’ across from the text field. This will add the category to the list.
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Edit a category

In the Question Library page, click ‘Category Setup’. A popup will appear with the current categories
stored within the system. Click ‘edit’ across from the desired category you’d like to be modified. This will
generate the category to be within a text field. Update the text as needed and then click ‘Update’,

EOMS — WAMS USER MANUAL



EOMS — WAMS USER MANUAL

|

Crswation Lisd (8] x| Bl

2} Defls T

1 102 aguah £
Matt Questions Egi Dalvs

1 Bow mary eggs ma £
Voting Equigment Quertions Egd  Dslets

Il Whnatis 1+t &
[wones Cossions | Geowm) :

Pl Whatiz 10°2 @ a1

ded i
F] What ls 322 4
Delete a category

Deleting a category can only occur if no quiz questions are filed under the category. In the Question
Library page, click ‘Category Setup’. A popup will appear with the current categories stored within the
system, Click ‘delete’ across from the desired category. A popup will appear instantly letting you know if
the deletion was successful or not.
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Adding New Quiz Questions

Within the Question Library tab, you are able to add new questions one by one or you can download an
excel file which is outlined to allow you to add multiple questions to the file and then upload it into the
system.

Add one quiz question
In the question library page, click ‘Add’. The next screen allows you to define;

o (ategory — these come from the quiz question category list. Categorizing a question allows the
module to pull this question into a quiz if the category type is selected.
e Enable - A question can be added to the system, but not available for quiz use.
o Marking the ‘No’ bullet point means the question will not be available for any quiz
which requests this question category.
o Marking the ‘Yes’ bullet point means the question will be available for any quiz which
requests this question category.
» Question - type the question within the defined text box. Use this icon to upload an image for
the quiz question if desired. The quiz question can be a photo and text.
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Back [ Mext>> | save | SaveihddMew | Preview Quiz Question

Question Add/Edit

Category: i v

Enable ('No ®Yas
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Option A,B,C,D — Document within the different text fields the options a person can choose as
the answer for the question.

o Use the same button to upload an image to be part of the answer

Enzble Ho @ Yes
Cuestio
S Bswe DR @ BE « |5 ec@0@m= =@
CFomt - | .cm'- ;'A B-(8 1 uxlliza s x[Fs =
how mamy dogs are in the his photo?
Option A

B_WD!_?'@ﬁ**%é'

: = 5 om _ BI
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! | Sze - |A— --! B I u X'| /i= 3 Image ! .E z|
1 =

i you want the answer to have an image,
use the button here to upload the image.
You can also type in the box an answer.

o Naote: all 4 options must be filled in. These are required fields

e Answer -- select the bullet point next to the letter option which houses the question’s answer

o Note: one of the 4 options can be the answer. Or you can have the question have
multiple correct answers. Click the bullet(s} that represent the correct answer

Once the question and answer is defined, click Save or Save/Add New to save work and move onto
documenting the next question.
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Add multiple quiz questions at once

The import feature allows you to download an Excel template which outlines what needs to be filled in
in order for the questions to be successfully uploaded to the system. This feature really makes it easy for
you to document all your questions (for all different category types) and answer options and upload the
data. NOTE: this feature won't allow you to upload any images for questions/answers.

In the question library page, click ‘Import’. A popup will appear where you can access a template to

download and fill out as upload the file.

o
Question import I
Operation Manual i'
ra nual: |
[(Bowse. ) | Urtoad | [ Dewnioad Tempiate | s !
F 1. Click the “Downlcad Template” button to
Chedk the box to update the selected columns with the uplesded file downlord the template file

Maximum flle size: 10MB 2 Enter data in the columns identified on
The all } file format. Xis: Xlsx the laft as required All cther oolumns are |
Required fields opticnal Do not change or delets the |
Question template title row |
Category 3 i dota has been copied from othes TI
Optlon_A dotuments into the templale, be sure to 1
Cptien_B format all cells afterward as Text ’
Cption_C 4. Save your updsted template then dick |
Option_D : the Browse bution to selec your new i
Answer A/B/C/D) template. Click Upload to compiete the o
i I
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Click ‘Download Template’ to have the Excel file prompt appear. Open or save the file.

Within the excel file, the columns are already titled with the appropriate fields. You must document
information within all the titled columns:

Column A Question — for each row, type the question you want added to the system.
Column B Category — for each row, type the category the question will fall under. Note: you
have to type the title of the category as it is within the PWMS system.
You can document within the excel sheet questions for different category types. There is
no limitation within this file.
Column C—-F - These are the different answer options that go with the question within the row.
Make sure you type out the proper answer in one of these columns for the question.
Column G Answer — Document the letter that will be the correct answer out of the 4 different
options.
Remember to save the file before closing the document.

Lo RS i Question Sampéel) [y Mode] - Mcrotcht ey M o = g
Home | Mien  Mgelma  foowdai | Date  Kewew  View . e@oon
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- F ) it — v A- EXNIEE @ LIk R Formattang = a5 Tatie - Stybes - [EjFamat - - fier~ Sefeat
[Bobnd . Font ) Alignment « ‘Huraber . Stytes Lellt Editing |
F6 - &
A e L 1 Sl B P e ] F e e i H
| 1 Question Category Option_A Option 8 Option_C Option_D AnswerlAf8/c/D}
L Iwhatis1+1 Math Cuestions 2 o 4 3A
d 3 !Whaﬂs 10°2 Math Questions 2 12 p.+] 200 ¢
| 4 |10/2 equals.. Math Questions 10 2 0 50
L3 |Honw many eggs miMath Questions 12 8 24 15 B
5 ——1

=

Back within EOMS Training quizzes = Question Library = Import popup, click ‘Browse’ to find the file
and populate the screen. Once the file is added, click ‘Upload’. This will then generate a progress report:
showing off if the data imported worked successfully or not.
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| ! The allawed file format. Xis; Xl left as required All cther columns sre
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| Quettion template title row
| many wh Category 3 If dats has basn copied from other
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jare papge Optlen_B forma? all calls alterward as Text
1 f
j g:;::—g 4. Save your updated template then dick the
#doyouy An. A Browss button o seled your new templste
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.*t b
b 1) Imported Data Info
' R importad D
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s the bes 3 What is 10°2 sdded sucoesshully
| 4 10/2 aqusis . sdded successtully
| 5 How many eggs make up hall & doten? sdded sucoeutully
Eﬂ @ Export Succes Dats

Update column(s) within an excel file which already has been imported

Within the EOMS Training quizzes <> Question Library = Import popup, click ‘Browse’ to find the file
and populate the screen. Once the file is added, click the check box under the browse option, This will
then reveal the different fields within the excel file. Choose which column(s) you choose to re-upload.
Click ‘Upload’. This will then generate a progress report: showing off if the data imported worked
successfully or not.
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{.result Total = 4, Add =0, Update =2, No Change =2 Error =1

T Guesbon bnpott

[[Browse.. ]| uplosd | [ Dewniosd Template |

Maxirourn file size. 10MB

The aliowed file format: Xix. Xl
Required fields

Cuestion

Ceiegory

Option_A

COption_B

Option_C

Optien_D

Answer{AJBICIT)

Select Columns To Update

[ Setect All
Category [£] Option_A
[F1] Option_C 7 Option_bD

Impoited Data Info

[@] Check the box to update the selecied columns with the uploaded file
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Operation Manual: i
1. Click the "Download Template” butlon i
to download the template file. r
2 Enter data in the columns identified | E
on the [eft o3 required. All other 'l,_..-;

columns are optionsl. Do not change
or delete the tempiste title row

3 IFdsta has been copied from other
documents into the templats, be pure
to format all cells afterward as Text

4. Save yous updated template then dick
the Browse buiton lo select your new
template. Click Upload to complels
the process.

[F] Option_B
[F] Answes(A/BIC/D) |

Edit quiz questions

Within the quiz library page, you are only able to edit quiz questions that are not marked as ‘enabled’.
Click ‘edit’ across from the question desired. Within the next screen you can update all the information.
Make changes to the data where needed and click ‘Save’ to save the changes.

in the ‘edit’ screen of a question, you can click ‘Preview’ to review how the quiz question will look in
WAMS:

Back | <<Previous | Next>> | save | SaveirddNew |[FreviewQumGuesson] [ 77

Guestion Add/Edit
Categary: { Math Questions v
Enabla, ® No () Yes
t - . : =
e Bswz DB & G B « % = @OE= =@
= iyl
10050 = 7
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View the quiz question

Within the quiz library page, click ‘View' across from a question to see what it will look like in WAMS.
This will generate the question and answer options in a small popup. The answer you define as the
correct answer will be chosen at the bottom of the popup.

n the his photo? 9/11,
A
i
B.
2
C.
3
9/55
D.
none. W
9/6:
A « B C D v

Delete a quiz question

Within the question library page, you can only delete a quiz question if it is not marked as ‘enabled’. If
available, click the check box next to the quiz question. Then at the bottom of the screen, click ‘Delete’.

Generating Quizzes

Quizzes are election specific — meaning once you generate a quiz it will not be available for all the
upcoming elections. You can though copy the quiz over from a previous election to an upcoming

election if desired. Within this section it will define how to use the different ways to generate quizzes for
an election.

Within the training tab, click on the button titled ‘Training Quizzes’ to review existing quizzes as well as
generate new.

— - e —— e |
t = laGmmiimten | ae | Mo Dchen "

Trmmng Cuntses

L 1 Cromenr i Lo et 1o [

[ Dulirus Qoir Rarmech, Gveror PRTHA I M WAL 1] . ™ ey L@

B ton e Ramvmnch, Rowrgy L U TRELEE ] BOVTIA T P ™ Soma L

- o
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Add a new quiz
Within the Training Quizzes page, click ‘Add’ at the bottom of the screen. The new screen allows you to
begin creating the quiz.

Title — Type in the name of the quiz within this text field
Status — click the box next to enabled if you want the quiz to be available for the present
Election which is listed at the top of the page. Leaving this check box unclicked will still create
the quiz; it just won't be available to be chosen for online training classes
End Time - click the calendar icon to choose a date when this quiz will no longer be available for
workers to take.
Notification Email — document the email address you want the notification to be sent to. The
notification is sent instantly for each worker who takes the quiz within WAMS. It lists out the
worker's name, the quiz title, the score the worker received and the passing grade.

Place a semicolon {;) after each email address to successful have this email be sent to
more than one email address.
Passed Score — document the grade you want to be considered passing. Note that it's looking
for the percentage that will be considered passing, not how many points they should receive.
Access Code - each quiz is password protected. Enter the password into this field. The code can
be emailed to the attendees of the course within the Training tab.
Description — type any notes about the quiz within this text field
Question Source:

Section — Considered a ‘Category’. It allows you to title the specific section of the quiz.
Category - choose from the dropdown the category type. This will pull questions from
the selected category and have them be listed under this section.
Number of Questions - define how many questions you want to have within this
section from the category defined.
For example within the guestion library you have 10 questions under the
category: Math. If within the ‘Number of Questions’ field | type 5, the system
will randomly choose 5 of the 10 questions for this section of the quiz.
Point/Each — define how many points per question the user will receive if they answer
the question(s) within this section correctly.

Plus sign (@ } = By clicking this you can generate a new section for the quiz. Repeat the
steps as listed above within the question source portion.
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Bk [ Save T | - s !

Quiz AddiEdit

Fezton 2012 President:al Elacticn
Trile

Status: (] Enabled

=nd Teme j E

Notlication o Wudtiple spft by a semicolen ="

Ermai

Fazsed Score = ] %
Access Cods
= = =

Cuestion Scurce Section Catagory Humber of Questions Points/Each

[Math Cuesnons Is] (%]

(save]

Once finished defining all the fields, click ‘Save’. This will generate your quiz within the system and if
enabled, have the quiz available to be chosen for Online Training.

Copy a quiz from a previous election
Within the Training Quizzes page, note the election that is listed at the top of the page. Make sure listed
is the election you want to add quizzes to from a previous election.

Click the ‘Copy from Other Elections’ button =2 this will generate a popup which allows you to choose an
election and then select the quiz or quizzes desired.

i e L T s b = I.-_!-_n-rn-_u:r-_unnm =i =ty

Troming Quiesre
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gy Qs st #
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O oz Kemmac Gowws 228 T

L2 P G 2 st Gewge [LE AT T VR AT I A

AFABRCODLFUH LI L L] L vo. ¥
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Within the popup, use the dropdown in the right corner to choose an election. The election chosen will
then populate the main screen with the different quizzes which were present for that election.

Check the box next to the quiz you'd like to add and click ‘Seiect’. This will add the quiz to the current
election. Note: quizzes that are added from a previous election should be reviewed / edited. The ‘end
time’ date should be updated as well as possibly the access code.
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Edit an existing quiz
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Within the Training Quizzes page, quizzes are either marked as ‘enabled’ or not.

Enabled quizzes can be previewed and the detail can be reviewed. Enabled quizzes can’t be edited.

To edit a quiz, unlick the ‘enabled’ check box to populate the ‘edit’ button under the action column. Or if
the quiz already is not enabled, click ‘edit’ under the action column.

1 " Traliiing GilzIes
I <<+ 2012 Presdental Eiecl | »2 ]
Tralning Quizzes
] Titte Creator Create Time Lt Modtlied Timo Enapleq  ATCCas Action
E:M“m' B8 onnecn, Georpe 1972013249 37 AL 18201324537 AU ] 128365 Prevew Eod
7 GENERAL QUR Konnech, Gesrge WTRMINAZ00AM 1702013 110208 Al ST revieyy  Delod

ARfA BICIDEE FIGIHIN

[Lada | [ Copy From Other Bersonai| (1 Delete |

M N OP @ R T ¢ V2

"
=

In the edit screen, make changes where needed. Once finished click ‘Save’. Note: you can enable the
quiz again within the edit screen or within the main training quizzes screen.

If workers complain that the quiz within their training class says it's not available, it's more than likely
because the quiz ‘end date’ is set to something in the past. Within the edit screen of the quiz is where
you can fix that issue that can arise.

Preview a quiz

Within the Training Quizzes page, click ‘Preview’ across from the quiz desired. This will generate the guiz

as a worker would see it if they were taking the quiz within WAMS. Remember that the system
randomly chooses the questions within a specific section for the quiz. So clicking ‘preview’ multiple
times may produce a different quiz each time.

TraETy GasEw|
[ oo te ] S I
Tralning Quirzes
F Title Crestor Create Time Lext Mostified Time fnabled  ATTCI8 Action
E:"" OHMEEINE oanech, George 1872012 249.37 P 182013 2 4037 AUl i) 12838 £as
1] GENERAL QUL Kennech, George 172013110204 A5 LAM013 11 0208 &AM e Prevew Dt
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{LAgd ] [ Copy From Other Eizctoca ) [ Deiete.|
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Within the preview screen the title of the quiz is showing along with the different sections and the
questions.

Click ‘Export’ to have the quiz be exported to a Microsoft Word document which allows you to print if
needed.

f““-"-'.lie""?" I_u = ¥ T T —— . - - T — |

GENERAL QUIZ

Equipment Portion (1ot 3 questions, each 2 points.}

1. Which planet are you lving now?

A MHary

8 Mercury
C Earth

D Sun
[ [:| = c CD

A.One

B Two

€. Three

D Five
Ca ra cc cCo

Delete a quiz
Within the Training Quizzes page, check the box next to the desired quiz and click ‘Delete’ at the bottom
of the screen.

A popup will appear asking if you are sure you want to continue with the action. You can continue or
cancel the action.

A quiz can only be deleted if it is not currently within an online training class.
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Online Training Class Sections
Within EOMS, the Training Tab allows you to setup online training classes as well as physical locations
far training.

Online training sections are different than physical location training because it allows the user to attach
specific training material to the class as well as a quiz.
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Creating a training class section
Within the training tab, click ‘Add Section’. Fill in the screen as needed but know that not all fields are

required. Only the red fields are required in order to have the section save successfully.

Section — document a section number or title

Class Type — define which class type the section is for. Defining the class type will then populate
automatically the targeted groups and job title

Instructor - define the instructor of the course.

Training location - since we're creating an online course, click ‘Is Online’. This will hide the

address field.
Section:
Class Type: Testa Test [ Hanage |
Active Poll Workers
Student Poll Workers
County Staff
Organizations
Job Title: Test Clerk
Test Security Guard
Instructor: [ [ Hana;ﬁ]
Training Location: | [[]ts Onfine
Address: I l

Training Materials - this allows you to choose from the training material added to the system
will be used for this specific section.

Training Materiala: | Add |

Add Material -- Click the ‘Add’ button to review the popup of training material. A popup
will appear showing off the different material. Check the box next to the desired
material and click ‘Select’ to add to the section.
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X

3| E— |
i Fi Tine Category Suze Last Modified Showcase E
| &) Video for Equip Tranng Equimpent Videos 2,097 KB 010972013 o pared

.'f' ] [F] &) Video for Workers at the pots Equimpent Videos 3,646 KB 010972013 ®

:' [Z] % pocument for Equip Tranng Poll Documents 7K8 01092013 |
[' G0 Bocument for Workers af the Pals Pol Docurnents 8 KB 01632013 |
| antal sleipdEAF TR TP ki minjolrlafrisiTiuiviwix]y]z il |

=

The material selected will then appear in the Training Material box. (see image below)

Document for Equip Training
Document for YWorkers at the Polls

Training Materiats:

Remove Training Material - Click on the material item you want to remove and then
click the ‘remove’ button. If you want to remove multiple items, click and hold the Ctrl
button on your keyboard. Note: The blue highlighted items are the items chosen to be
deleted.

Document for Equip Training
Oocument for Workers at the Polis

Training Materials:

g

Pre-generated Quiz — select from the dropdown the quiz for the section. The quizzes that
appear here are only quizzes marked as ‘enabled’ for the current election.
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secon

Class Type: | (1) Voting Eqmt IntroC&A v || Manage
Targeted Groups: New Election Officers
Active Election Officers
Student Election Officers
County Staff
Organizations
Job Title: Assistanl Chief
Chief
Officer
Rover
Instructor: ] v | [ mnage]
Training Location: Is Online
Training Materials: image of Bidg - || Add
o LA |
Remove
Pre-generated Quiz: | Easy Quiz v |
Save

Once finished click ‘Save’. The quiz will be added to the main Training tab page and the location will
show off as ‘training online’.

TIg e T

Tons sy 1
Jachem s S b Al
a WL T T amiterd: Clusl Ches (Bires Rgwar (5 1P P gl ol " L

o0 e | [+ Ot i ] | it Dottn | | Comoversmr | | § et ey e

Editing a training class section
To edit an online training class section, click on the desired section number. This will take you to the edit
screen of the class. Make changes where needed and click ‘Save’.
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Notifying students of their online training class quiz access code
Each quiz has an access code which the taker must have in order to access the quiz. To send out the
code to the individuals within the class, click the ‘Send Access Code’ link within the training cfass section

row.

i

wyees i
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Clicking this link will trigger a popup message. The popup allows you to choose who you want the access
code to be sent to:

All = meaning send to all the workers within this class section the access code to the online
training quiz
Partial — meaning only send to those workers within this class section that have not yet been
sent the access code to the online training quiz
Select the proper option desired and click ‘Send’. It will instantly send out the email to those workers
with a valid emall address wuthln their proflle (see email message below)

Training Class (4] Compieted (1)  Apy m L |
E A P P

Chaan Type s [atnTupe Acton
[matsan E | U3  Proi
1401 CROertRefresner | : = b = l P T peter
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|
[ 1224 I:."::emwm# | £ Al (Send 1o al students wheh are n tha secibnj |m"l Mm
£l e e | i Partial (Send ta ihe students wha hasnt received the emal sass Priy
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i [ Seon | |
A4 Secten | | Add Sectan By Copy| |
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ﬁ clections@loudoun.gov mark as resd
Thu 9/11/2014 2:54 PM

Ta: [IKely Shettler:

Dear Kitty Aab

You have been assigned to take class 2R 1 Voting Egymt IntroC8A. In order to receive credit for taking this class, you are required to review all class material
and take the Easy Cuiz. In order 1o take this quiz, you must have this access code handy: 234 To login and review the class, click here

hitp./Aestvotediovdoun.com/Pollaccess

This interactive communication is provided by PallChie!®

If you click within the class to see the individuals assigned to the class, the icon next to their names
represents that they have been sent the access code for the quiz.

Within the class roster, you also can send the access code:

Check the box next to the desired worker{s) and then click the ‘Send Email for Access
Code’ button. This also will send the email instantly to the worker(s) as well as
document the icon next to their name.

I + 2012 Prezidentisl Election

Poll Workers (2]  Organizations (0}  System Staff {8} Class Type: | Judge Asst Judge Troinig [ +| Section: m
{¥] Hame Letter Printed 1D Attendance Completed Quiz Score
[F] Abguitah Mecca i S 500425386 No Ne
: * 0% 1/7/2013 11:04.41 AM
{F] EAXE, WE? =] 1234567891000  Yes Yes + 100% 1772013 11.05.47 AW
an [Accesscodehasbeensent] | ; K L W N O P O RS T UVWXY Z

[[Add | [ Remave | [ Complamnt | (| Communications | [ Set As Attended | | Set As Compieted | [ Assign to New Class |
I Export Training Bar Code “ Send Email For Access Code l

Print out a training class invitation letter for a class section

One way to notify the students of a class section to which they are assigned is to click the ‘Print Letter’
link at the right side of the page. This will allow you to choose which letter template to print for all
students of the course or for only those that have not yet received the letter.

Across from the section desired, click ‘Print Letter’. This will pull up a popup that allows you to select
which letter template to print off for the students. Choose one from the dropdown list. Note: the
templates which are listed in the dropdown are available to review/edit within the Communication tab
-> Template button = click the ‘letter’ tab = here are your saved templates,

All — meaning send to all the workers within this class section
Partial - meaning only send to those warkers within this class section that have not yet been

sent this letter
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Finally, click ‘Print’. This will update the printing status of those students.
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If you click on the number of students within the section for which you just printed the letter, you will
notice a printing status for the workers. This will include a printer icon which, if you place your cursor
over the icon, will list the date/time the letter was printed for that individual.

| + 2012 Presidentisl Election
Pol Workers (3]  Organizations {§) = System Staff (0) Class Type: | Judge Asst ludge Training [ | Section:
] Hame Letigic Pranfed] D Attendance Completed  Quiz Score
] Abduish Mecca B |5 500425385 Ne Ho
* D% /772013 11:04 41 A
(] FAKE, NAWE &9 5& 123456591000 Yes = + 100% 17712013 11:05 47 AM

AlA B C (1/9/2013355:53PM) K L 8 H O P Q R 5 T 80 VWXYZ

[ Add | [ Remove || Compiaint | | Communications | [ Set As Attended | [ Set As Comnleted | || Asaign to New Cinss
| Export Training Bar Code | Send&mlForAccessCodel

Online training classes in WAMS
When a worker signs up for an online training class in WAMS, the class is added to their ‘Training Classes’
tab in the right column (see below).

1. The user can click ‘Start online course’ to review the material posted with the course and also
begin their quiz.

<x Pad ity Wik Asugnrent  Fign upIon i Liser.

& B e + | o
You work AGFmENE 1o T URCOITING CECIN B - Chet .
Vil e FEPEd 1D Likce: et dltmiYn) CRRRS Typef#]. 1) VORI Exgrrt brtnGC Rty A (2] E Oicey Tramning
To sign g ke Chrsact, CBck e “Sign up ke tiraet” hution
T chapye your ugned up class sechmn, Aeul Chs e “Willhdraw” Bution I st o the cartent Lixs secion Shem chox the " op koo (Eeey” DURDS 1D A20C1 & frw CHES SECER
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1y t1olike CIas ST [ Sachen m

Test owcal il Cia Type 538 Oftxcac Tratmng Cans Trivt [} Votng Eqmni intreC4A
st Approved s ]
Logaue PO ——— Compaacn Dee/Tme
DwAeTam ¥17:2014 0210 P ous? —
Crmpiete) £
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o Ha m by ek Apgnmes | 3 up 1 caamey
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2. The material you defined to go with the online class will be presented and available to let the
user click and for download the file.

Online Training:2R - (1) Voting Egmt IntroC&A

Review the following Material

CY) Image of Bldg Download
) TEST Download

Quiz

Easy Quiz must be completed with a passing score of 56.00% by 12AM on 09/27/2014 | Take Quiz |

3. The quiz associated with the online class will be available for the user as well. They can click the
‘Take Quiz’ button and then enter the code into the popup.

Online Training:2R - (1) Voting Eqmt IntroC&A

Review the following Material

@) Image of Bidg Downigad
€l) TEST Downioad

Quiz

Easy Quiz must be completed with a passing score of 56,00% by 12AM on 09/27/2014] L‘rikeo_uiz ]

4. Inthe popup, enter the code and then click ‘access’
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Online Training:2R - (1) Voting Eqmt IntroC

Review the following Material

image of Bidg Downioad
g [ibounidad Access Code:
234
Quiz '
Easy Quiz must be complete LAecess ) 12014 | Take Quiz |

5. The user can read through the questions and answer as needed. They can click ‘Submit’ to enter
their answers. This will instantly let them know if they passed or failed.

6. The use will always be able to ‘start the online course’ over and over. It’'ll show off each attempt
the takes on the quiz and their score. They can click ‘review attempt’ to see the quiz and how
they answered.

Online Training: 2R - {1} Voting Egmt IntroC&A
| Ravhrw the folowing Matertal
i B ot ety Dowtioss

S 70ST Dowoinad

‘Gt
vy Suky mut be compicied with B pasang score of ML.00% By 1 1AM 00 OMITIZ0E | Taes Dz

AN M Date ey L o
Ayt | OHITO1A 100T PH o P Ao ADe

7. Back in EOMS, the admin user can also review in the worker’s profile the atempts taken at the
quiz and their score
3. Inthe class roster, the attempt and score will be listed:

[ — R = — —

Elction Ocees (15 Opanizations @ Systers Sail fn Class Typa: ("1 Voung i
E1 Mems Letiet Primeg 1] Arzndanc Compieted Duis $com
D b ey 5TOSTED M3 '™ = N L2014 1302 22 Pt

MABCEOEFGHT!! JKLMBMNOPORSIT UVWNYZ

[Pt} [ Preraove | [Compteirt } [ Commmecmnns | [Se1.As Atwnoed | [ Det As Coompieiod | [ Astign 1 tew G | [ Eipart Trawm fias Coda | [ Samd Envad For Accss Coda |

b. In the worker’s profile — training Class conent — you’ll see the attempt and score.
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Clty / Stats: Leasturg / vA Coming Election

+ Demo Elechon
: 17
2 il Work Bar Code
Mileage: 012065706748259
Voting Precinct: 815 Training Bar Code:
022065706748259
Towm Precinct Senving:
: Shit
Heme o bk Outside Voting Precinct?
Mamnq}dums
Assignment
Street# / Pre / Straal: 19355 /| Cypross Ridge !
Type I Sul | Apt: Ter! Job Title
City | State: Leeshurg | VA C - Chigt
Working Place
Dp: 20176-6922 Precinct 108
Contact Info Mechantzed calls @ Yes B;oidm [ 3
1001
Home ! Evening Phona. Bulkding Name:
Work / Daytime Phone: Mercer MS
Dals Assigned W2/2014
Mobiie Phone. ShiftAd Day
= Sl B Training Class
= : 2R - (1) Votng Eqmt e,
IniroCEA

Mot M- (2} € Officer Training
Status Update

AL AL AT e Bar

[ éonwmm!wﬂon |

Elections in WAMS

The elections that appear in WAMS are available based on the election status in PLMS.

* Elections defined as ‘Published’ and in the future will be displayed in WAMS. The user will be
able to sign up for training classes for this election.

poll Location Management System SR | Techaical Help [ Logout
Easiern Standaid Toma™ Fnday. Seplember 32 7014 9 15 57 Al Hella. George Konnech i
Election List{2)  Alert Settings Select Election Year:| 2014 Election (=]
Number Election Name Absentes Flections Dt Defauit  Status Action
| oot Deme Elschon ABSEMTEE ELECTION 101 * [Published 1= Manage I
62 TEST 09102014 e Published | Manage
M A B DEFGHI Q KLMNOPAORSTUVWXXYZ

e Elections defined as ‘Published’ but in the past will not be displayed in WAMS.

EOMS - WAMS USER MANUAL



EOMS - WAMS USER MANUAL

Poll Location Maiagement System [ZYISIRE [ Technical Help || Logaut |

Easiesn Standar s Preda 1391 A | George Konnech E 1,14

. Add New

Election List (7}  Alert Settings Select Election Year: | 2014 Elechion
Humber Election Name Absentee Elections Date Detanit  Status ’

el Demo Election ABSENTEE ELECTION 10202014 = {Publshed = Manage
|02 IEST 091012014 ] [Pubtished  [+] Masa l

AllA B CDE FGHI JKLMNOOPQGRSTUYVWXY2Z

Home
RTERE review voting equipment manuals, the what-if guide, and your election officer guide

My Assignment under “Training Materials™ as these documents become available

If you need assislance or have questions, use this Contact link to contact our Election

Work Assignment Officer Team.

Training Classes

Training Materials Messages { 3 unread messages )
Wung-N ' No Test Election’ displayed

My Profile
Technical Help Upcoming Elections (1)
Please use the buttons to review the upcoming elections and specify if you are serving.

Lagouit e
Previous Eleciion |Demo Ele&n g Next Election >
Demo Election
Election Date 012012014
1 wili be serving Yes [~ No
Shifi (Please..we really need all-day officers!) |

Willing 1o working outside your
Voting Precinct?

Next to My Assignment >>

e Elections defined as ‘pre-published’ will be displayed in the home screen of WAMS to allow the
user to define if they are interested in working or not. But the worker’s work assignment and
the election’s training class information will not be present.

o The assignment information and training class information will only be present in WAMS
when the election status is marked as ‘Published’.
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{Epecuonunm Alet Settings Select Esection Year:| 2014 Electon [~]

Number Einction Name Abisentee Elections Date Default  Status Action

EX b Clestion 110412014 ©  [PrePubished  |v] | Baiians

001 Demo Eleglion ABSENTEE ELECTION 107202014 *  [Lock i=] Manage

02 IESF 09/10/2014 L] [Publshed [= Manage
Al A ECDEFGHI JKLMNOPGRS TUVWXY 2

e The ‘locked’ status for an election will hide the election from WAMS as well.

{Thcﬂon List {3} Alest Settings Select Edection Yesr: | 2014 Election ix]
Number Elgctioo Kame Absentee Elections Dt Defauit  Status Action
o4 Haov Elechon NAZ0T4 © [Pre Published =] Manpos

Dgmn E SENTEE ELECTION i & iLock. H+ | Manage
0z IEST DeItZ014 o [Pubtishea [=] Manags
Al A B CDE FGHILI S KLMHNOPAQRS TUVYWXY Z
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