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Mobile Election Application (MEA) - Overview

The Mobile Election Application (MEA) is a web-based application included as part of the Xpress
Management system, which is used to run the elections by your authority.

One of the main advantages of using MEA is the ability to quickly communicate with the Elections
Office through a secure portal. MEA is beneficial to you and the Elections Office as there is no need
to print and send letters, any responses or changes made by you in MEA portal will update the main
system in the Elections office.

The main features for staff

e you can self-serve and update your own details

e you can receive letters and requests through the portal, an email notifies you of this
e responses to communications can be sent back instantly to the Elections Office
e training sessions can be booked or notified using the portal

Any device that is portable and has a connection with the internet can be used. The layout is fully
responsive and will resize to match the screen size of the device being used.
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Creating an MEA account

Confirm Your Details

The first screen presented is to verify that the email has been sent to the intended user by verifying
some basic information.

Account Activation

Please confirm your details below. You will then be redirected to the
regisiration page where you will need o choose a username (must be
unique) and password

First Name Required
Jimmy

Last Name Required
Stanway

Postcode Required
TEST 7TT

Confirm Details

Enter Your Email Address

After confirming your details, enter your email address and click the ‘Send verification code’ button.
The verification code will be sent to your email address, as entered on this screen.

& Cancel

CIVICA

Account Creation

Verify Email

Enter an email address to register with MEA:

james.stanway@civica.co.uk

Send verification code
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Enter Your Verification Code

After pressing the ‘Send verification code’ button, the screen will change, as below. The verification
code can take up to five minutes to arrive in your email inbox. Make sure to check your junk mail
folder as well if you have not received it.

After five minutes, if the code has not arrived, double check that your email address is correct on
screen, amend if necessary, press the ‘Send new code’ button and check your email inbox again.

When you receive your verification code, enter it in the field below your email address and press the
‘Verify code’ button.

< Cancel

CIVICA

Account Creation
Verify Email

Verification code has been sent to your inbox. Please copy
it to the input box below.

james.stanway@civica.co.uk

123456

Verify code

Send new code

Set Up Your Username and Password

Now create a username and password to access your account. There are constraints on both the
username and the password. These can be viewed on screen by pressing the ‘Username
Requirements’ or ‘Password Requirements’ buttons. Those constraints are also shown below, in this
document. Press the ‘Create Account’ button to be taken into your new MEA account.
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£ Cancel

CIVICA

Account Creation

Account Credentials

Please enter 3 username / password below. You will use
this to log into the MEA.

Username Requirements

Jjimmystanway123

Password Requirements

Create Account

Username Requirements

Characters Allowed:

L

* 53-7

« 0-9
#EWAAT-_ T+ ={}]|\NL TS~
blank space

Username Restrictions:
& A minimum of 1 character and a maximum of 64 characters.
* Usernames in email address format are not permitted.

Close
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Password Requirements

Characters Allowed:

A-7

a-z

0-9

@#S% A& -_1+=[1{}H\:\V..2/ ~"():

blank space

Password Restrictions:
o A minimum of 8 characters and a maximum of 16 characters.

Requires three out of four of the following:

o
o
o
o

Lowercase characters.
Uppercase characters.
MNumbers (0-9).
Symbols,

Close

Your new MEA account will now open on the Home page. The username and password created will
be needed each time you sign into MEA.

SIvECh B Wi GAl Pl | e ol Mg, e Fagn Oul

ivra

Bamresrieny Bird

[ashbaard

NOTE: If two or more people are sharing one device to access their MEA accounts, they
MUST log out of one account before opening the second one

NOTE: If you work for more than one council who use MEA you will need a separate
MEA account for each council.

MEA- Staff Guide Commercial in Confidence - Customer 8



C I v I CA Commercial in Confidence - Customer

Signing back into the MEA website

The Elections Office will send you an email with a link to the MEA sign in screen each time they send
communications to you through MEA. However, you can access MEA anytime if you need to update
your details.

It is recommended to bookmark the website address in your browser, so you can access the site
when needed.

The web address for the sign-in screen

https://mea.civica-xpress.co.uk/

Forgotten your username or password?

If you forget your username or password, go to the MEA site and use the Reset Username or Reset
Password options at the top of the screen and then follow the instructions given.

CIVICA MEA SignIn Reset Usemame Reset Password

If the account password needs to be reset and you can no longer access your email account, please
contact the Elections Office.

MEA- Staff Guide Commercial in Confidence - Customer 9


https://mea.civica-xpress.co.uk/

C I v I CA Commercial in Confidence - Customer

Home Page

On Signing into to your MEA account it will open on the Staff Home page, the Staff Profile and Letters
tiles are displayed in blue and are available for editing.

In the example shown below, the Historic Elections tile is displayed in grey, this is because if
you have not used MEA before for a previous election there is no history to display.

CIVICA MEA Horms  EiafPuwfie ey aad Mesagss Heg Sgn Da

Hara

Dashbaard

If a live election was ongoing this would be displayed as a separate tile on the home page.

Changing your details

After creating an MEA account you can update your personal details in the Staff Profile tile. The
details are held within four tabs, General, Address, Employment and Bank Account.

The screen may not look the same as the screenshot below depending on the settings used by
your Elections Office.

Chooos File | o e choosn

Mobds HaThs

Some of the fields may be locked and you will not be able to edit them.
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My Prafile

Some fields may be mandatory and require details to be entered before information can be
saved.

If after pressing the Save General Details button, a field on the screen is highlighted in red,
the information must be completed in this field to be able to Save General Details

Work through each of the four tabs in the Staff Profile tile, amending details as required.

e General

e Address

e Employment
e Bank Account

Use the Save buttons on each screen to save your changed information as you go along.
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Work eligibility in staff profile
Your Elections office may ask you to send through proof of your eligibility to work in the UK.

To do this using MEA you will need to scan or photograph your proof (as instructed by your Elections
Office) and save to your device.

1. Sign into your MEA account.
2. Select the Staff Profile tile or menu option.
3. Select the Employment tab

4. Use the Choose File button and go to where you have saved your copied evidence and open
to upload the document.

5. Inthe Document Type field select the type of document being submitted.

Passport ~

Please select

Taw - Mew Starter Fomn Birth Certificate

National Identity Card
Resident Permit
Maturalisation Certificate
Other

6. Pressthe Save Employment Details button

7. A note on screen will confirm that the eligibility evidence has been supplied. Additional
evidence can be submitted by following the same process.

M!,r Prafile

Winrk Eligiiity

Choen Filw |Rio |
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Tax - New Starter Form

Commercial in Confidence - Customer

1. Your Elections office may ask you to send a form from the HMRC called a New starter form or

P46.

2. Access the form as instructed by your Elections office and copy the completed form to your

device.

3. Sign into your MEA account.

4. Select the Staff Profile tile or menu option.

5. The Tax — New Starter Form section appears in the Employment tab

6. Use the Choose File button and go to where you have saved the completed Tax — New
Starter Form on your device and open to upload the document.

7. Select the Save Employment Details button to submit the form.

MEA- Staff Guide

Wiork Eligibility

¥ows can upiced u file by cliciang Hhs Saowss hufica halc

Chexrm File ||

Taix - Maw Startar Form

i S U] @ M Ly Chihig [ orivd 54 Dnabivir i

Bng wree iy el delai

m Bawa Employmant Deails
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MEA Availability requests

The Elections office may want to know if you are available to work at the upcoming election and will
send you an MEA Availability Notification email.

The email will contain a link to the MEA sign in screen.

Once you have signed into your MEA account, a red circle indicates a letter is available in the Letter
and Messages tile, and in the top menu.

OMICA MES Hame St Pcbe Litsrs ed Mg

IR MES are Sk Pl Lsttars and e Halp Sign Ol
...... Lenss s Mesiages
Drarvid Cross Meress (09 CM
Letters and Messages
Letters
w S
Dommant Hactian Elaction Waw
Typs Rscalwsd t Emargtien s Jab | Lemer Asmpars Hoass
Axadabiliy b Naverber 2028 PEC and Local & Wy
gl 1as et a1 E
.
Messages
.
Subjec Ewcaived Elcsion Cwacrigtion Election Duie Wiwn Memage

Click on the blue paper icon in the View Letter column to view the letter as a pdf.
You must open and read the letter for the Available or Not Available options to become available.

Select Available or Not Available as required
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Your Elections office may want you to select the roles you would be willing to fill at the election.

[Eprr o tivm [ Wi
Typs Recswed Dascriptian Dutw Jch Lt Faiparas Hotm

i drvailab:
ki taailazds

Hespanse

Prefered Joks Hobes

Once the Submit button has been pressed, a note appears on screen to confirm the information has
been saved.

The Response column shows the response made, this cannot be changed. Contact the Elections
Office directly if you have made a mistake or are no longer available.

A notes field is available if you want to pass a comment to the Elections Office.

Letters and Messages

Sumoria | Gk swed secesh

Latters.
Do uerums Fleariion Hectie winw

Type LELL B L] 1 Dwseription Dt dak Letine Uympponm Mphey
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MEA Job requests

If you are allocated to a role the Elections Office will send you an MEA Job Request
Notification email.

The email will contain a link to the MEA sign in screen.

Once signed in a red circle indicates a letter is available in the letter and messages tile, and
menu option.

55 (07 _Ch

Click on the Letter and Messages tile or menu option to open the screen shown below.

EIVICE MEA, R A ——
T | Lema e s

ahn Smith Koress (01 ChA
Letters and Messages

Letters

e P Eparch

Daaurrart sctin [acton Vaw

Tipe [TETeE] Camcrigren Dute Ih Late Amporas e
rob Bewpaen 5T Moswwbess D08 1000 B0 ared Laval Beoers BBy RO RC I = m
S m
Meisages

Sabjeet Rarabad Elcton Devriptia Eltion Dt waw Ve

Click on the blue paper icon in the View Letter column to view the letter as a pdf.
The letter must be read for the Accept or Decline options to become available.

If Accept or Decline is selected, the relevant response is shown in the screen and the Notes
field becomes available. The response can still be changed at this stage.

The notes area can be used to send a general message to the Elections Office
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CIVICA MEA Home Staff Profile Letlers and Messages Help  Sign Out

Home / Letters and Messages

John Smith Xpress Council

Letters and Messages

Letters

Show 10 ¢ entries Search:
Document Election Election View
Type Received Description . Date Job Letter Response Notes
Job Request 20 January 2021 1412 PCC and Local Elections 6 May 2021 PC H m
Response
Accepted
Notes

I'm happy to pick up the keys from the booking agent again

Letters, documents and requests which have been sent to you

Showing 1 1o 1 of 1 entries Previous Next

Once the Submit button has been pressed the Response column shows the response you
have made. The response cannot be changed once submitted. You must contact the
Elections office directly if you have made a mistake or cannot work as required.

CHACE MEA — o

Letters and Medsaged

b, | (U el i
Latters
Dzosrarn: Elction Ehecidon e
Trpe Py Dowpri piiae Guin Ik Lutim Farparia Findmn
£ Fage h H i I s <4:-..
e
ot il
Messages
Subfect Ll B Dtk Dur-ipiar Elsction s ‘Thee MEnegs

You can still add or edit a note using the Edit Notes option in the Notes column, press. Submit
to save the note
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Other communications

The Elections Office may send you other communications

Commercial in Confidence - Customer

A Notification email will be sent to you containing a link to the MEA sign in screen.

Once signed in, a red circle indicates a letter is available in the letter and messages tile, and in

the top menu.

Kpress [0 _CMd

Click on the Letter and Messages tile or menu option to open the screen shown below.

WCE MiEA — TallProle Lotioes mad Hiamagm B 1
IPTr L ad b
ahin Srith K IE i
Letters and Messages
Letters
= "
Daturseri Ehiien Ehciion L
Ty [—— L Se—— [T PRI — Hatm
- T— L] v ' [ [ -

Ry Mo - [ . wd
Buriian Deowraet 70 Hewsrbar J006 1708 POC mad Loval Blaciens 8 My 3521 l
e 3ek 3 a
Messaqes
Sabjert Taraied Farrins Gupripiion Barrias Gt i Blanags

MEA- Staff Guide

Unopened communications are highlighted in bold.
Click on the blue paper icon in the View Letter column to see the letter as a pdf.

When the letter has been read, it is no longer highlighted in bold text.

These types of communications are for information only and do not require a response.

Commercial in Confidence - Customer
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Direct Messages

An email alerts you to sign in to MEA and read the message in your account.

The MEA Message email will be sent to you and will contain a link to the MEA sign in screen.

Once signed in a red circle indicates a communication is available in the Letter and Messages tile
and in the menu option at the top of the screen. Click on one of these options.

Horme

John Smith Eprass (07_CM)

Dashboard

New Messages appear in the Messages area highlighted in bold.
kohn Smith Mpress (01_CM)

Letters and Messages

Letters
how e ¥
Doxumset Ebsction Eluction Wiew
Tyrs Ascsived ! Demripgon Dune lab Lemisr  Bssgonis Mo
e T ewerioer 20801000 POC ared Lotal Blechers 6 Wiy 2807 BT ‘ Accepied
lob Fecues 3T Howsmber 3030 1434 FLC andd Local Becions & by 232 FC . Accepted
Erersen o0 G bgvevher MOO1205  POCand Locsl Blechens 6 by 2800 .
Massages
Sulspect Ascened Elaction Decrigtian Eheczion Duse W blesiags
Baabiong R Maswrbas hI3E BEE maed Lissd Blaoions & sy 381 =

View the message by clicking on the envelope icon in the View Message column, the message
instantly displays on the screen.
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Parking
i b
13 O D Y P @ Sl B T Ma Of e pOlng ATA.

beguh

The Close button will close the message.
The message will remain in the Letters and Messages tile and will no longer be highlighted in bold.

At the present time there is no facility to send a message back to the Elections Office, please contact
the Elections Office directly if required.
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Training, Ballot Box Collection and Job sessions

You may be required to attend a training session, pick up a ballot box or book into a postal vote
opening session or count venue. The Elections Office will invite you to book onto these

sessions.
Self-serve - Book a session
You will receive a Notification email containing a link to the MEA sign in screen.

When you have signed in a red circle indicates a letter is available in the Letter and Messages tile
and the top menu option.

.muin Hve  SraH Pypfs |-r-.-.-..---.-.-u_.--..' Hels  Sion Dut .
Harw

Tracy Brace Xpress (I_ChA}
Dashboard

Select the Letters and Messages tile

Tracy Brace Xpress [01_Ch)

Letters and Messages

Letiers
Shoas & erirhe Separh
Dacamam Eheczion Eleticn Wew
Tipe Rariwinnd T Do Dane dab LETle Reipsiis ke
kot Asgus 10 Mowmmber SGT WE1E FOC s Local Blectiane & sy AL =] . fccwpind
Trareng Raguart 10 Mavembe 220 1211 PLC mrad Loscnl Blartions § May 2921 ‘

Click on the blue paper icon in the View Letter column to open the letter as a pdf.

De=ar Mrs Brace
PCC and Local Elections-Thursday & 2021
Training sesskans are now avalable to book through MEA,

Flease select the PCC and Local Elections Tile fom the home soreen and then the: Training
T for further detals.

If you require further inforrmation please contact the Elections Team

Click on the Election Tile
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More Info ©

and then select the Training Tile from within

More Info ©

The Training page opens showing the Available Training Sessions at the bottom of the screen.

The location(s) of training sessions will display (use the drop-down arrow in this field to view if there
are multiple locations where the training is being held), select a location.

Next, select the drop-down arrow in the Select a Date/Time column, this reveals the dates and times
of courses available.

Tracy Braca Kpress (07 _C k)
Traimimg

W Pleass b waarn tht oo aee ursble iz arand sy broked teeng mmon Voo vl resd s coriec de Dectionn e w0 o sy change
Booked Training Sessions
Shime o0 W el Saueh

Deicrigtian . Lacwion Dune ard Tiree:

Py arieng sitanes e umnerily baoked

Shossing 0 120 of 0 svie

Available Training Sessions

Show 0@ ewina fran
Datorpilon Lisatian Dot sl Tt s
P iling: Crificer Trasineng Eevsar nbue ey e by

Shossing 1121 of | paiies

Select a date and time, the number of spaces available on the selected session will be displayed,
select Book

Dewripzon Loscaion Durie snd Timas Spaal Actizra

Paprkling Oficer Tuining Fleciion oifics. Spermy W - 24 Warch 0L 1m v W0
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A summary of the booking appears. Once this has been confirmed it cannot be undone using MEA
and you would need to contact Elections Office to make a change.

Confirm Booking

Training: Presiding Officer Training
Location: Election office, Sperry Way
Date and Time: 24 March 2021 10:00

A Please be aware, you can not undo this booking

For any changes please contact the Election Office.

Confirm Booking

Click Confirm Booking, or Close and choose another session.

The booking details move to the Booked Training Sessions Area and will stay visible here until the
end of the election.

Training

) Ploass be sramre Tt ou s urasbis i srend sy booked training meeion. You will nasd to conisct e Clections abios o maks sry change:

Eooked Training Sessions

Dbacriptia T Lecatien Dute wind Tirvek
Fresiding Crfice Tuining Elmcncn oHios, Spemy Wy 4 Wasch 3031 10630

View the sessions allocated to you

A Notification email will be sent to you that will contain a link to the MEA sign in screen.

Once signed in, a red circle indicates a letter is available in the Letter and Messages tile and the top
menu option.
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.mMLn o Sl Pl .#l--.w.lm_.-::—" silg Sign Dt
Hare
Igihin Smith Kprass {01_CM)
Dashboard

Select the Letters and Messages Tile
._Iu_';hn:--'u ith Xpress [0 I'.M:.

Letters and Messages

Letters

Shora 1) & sTies Eggnch
Dt avubi ilactian Flesmion Wiww
Trpe Maycubed 1 Cumerigtien Dats Jabs Lutbe  Ngnpoess Fabey
bab Regpe &7 Parryerebey 335 Pl il Lol Bleions & Py D330 B ‘ Baopepred
Izh Brgpet 3T hicreraber 2030 144 PCC Lol Blecione & Ry 2030 FC . Ao
OectonDooumers 29 hiovernber 3330 12504 PCC and Locl Heciom B Rwy 23021 i
Teakikig Rajusdt BE Mivrvliad JOR TR0 POC il Laial Bt B ey 2801 - .

The Document Type is shown as Training Request. Any unread messages are highlighted in bold.

Click on the blue paper icon in the View Letter column to open the letter as a pdf.

Dear Colleague
PCC and Local Elections-Thursday & May 2031
‘You have been alocated to a Traning session.

Please selecl the PCC and Local Elections Tile frarm the home saresn and then the Training
Tile for further detais.

IT you reguire fudher information please comac! the Elections Team

Click on the Election Tile

More Info ©
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and then select the Training Tile from within

More Info ©

Commercial in Confidence - Customer

The Training page opens showing the booked session in the Booked Training Sessions area.

I3 MEA,

Hame | FOC aed Locsl Eleosiong | Tusaing

lahn Smith

Training

00 et b s That ks 08 et 1on o] o Dokl Wi Seaion. You will ressd 10 0oLt the Eleiang offios 10 ke sny changs

Booked Training Sessions

Ehips ¥ b ETENES Seath

Dsacripreon Locasdion Dunis sl Thnes

Poll Cek Fraining Ehection oifice, Spemy Wy 23 Warch 2021 10:00 |

Homa SinE Pechle  Letienoand Memagny Help Sgedan

Xpress [01_CM)

Shapaig 1001 of 1 dires R .

Available Training Sessions

Shew W@ el Feuch

Desaription ©  Lecmias it v Ferss

fous are backed oa o all sesdisbls sising s

Shermrg 3 o Dol D aririn

Bpaie Bdtien

Make a note of the date in your diary. If this time is not convenient contact the Elections Office.
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