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Attaching the DS200 to the Ballot Box
[image: image7.emf]NOTE:  Steps 1 – 7 are only completed if the DS200 and ballot box are delivered separately.  If already attached, position the scanner in the polling place and plug in the power cord. 

1. Unlock and open the hinged access panel on the front of the ballot box. Place scanner about 1/4 of the way into the recessed area and slide it on the mounting rails until it is four to five inches from the back of the recessed area.

2. Unlock and open the ballot access flap (aka “barn door”) on the back of the ballot box.  Position this flap in the up position so ballots can pass into the ballot box. 

3. Plug the diverter cable (that is attached to the ballot box) into the diverter port on the back of the scanner.  

4. Inspect the power cord for damage. If the cord is damaged, contact the Division of Elections or ES&S for a new cord.

5. Thread the cord through the opening on the side of the ballot box until it appears inside the opening behind the scanner. 

6. Plug the power cord into the power port on the back of the scanner (flat side of the plug facing up).
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7. Slide the scanner until it is against the back of the ballot box making sure that both cables do not block the ballot entrance slot. 

8. Plug the AC power cord from the external power supply into a grounded, three-pronged, 120-volt wall outlet.

[image: image13.emf]
WARNING: Only plug the scanner into a grounded, three-pronged electrical outlet. Plug only one scanner into an outlet. It is recommended that you do not use an extension cord.

9. Close and lock the hinged access panel in the closed (up) position.
10. Check all Ballot Compartment areas including the Auxiliary Ballot Storage bin in the front of the ballot box to verify that all compartments are empty.  Close and lock all doors.

11. Remove all ballot box keys and give the wristlet to the Warden.
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Loading the Election Definition and Opening the Polls
USB flash drives store the scanner’s election definition and ballot count. 

1. Unlock the front of the DS200 machine.

2. Open the LCD screen on the DS200. The DS200 unit is programmed to automatically power up when you raise the LCD screen. If the DS200 does not power up, unlock the switch door covering the power button and press the bottom button labeled POWER to power on the unit.
3. Lift the access door on the front left of the scanner to access the USB flash drives. 
4. [image: image15.emf]Do not insert the USB flash drive while the DS200 is “booting up”.  Wait for the screen that notifies you that “Election definition not found”.  Insert the USB flash drive into USB port B.  DO NOT force the flash drive into the slot. 

5. [image: image16.emf]After you have loaded your election definition, the Election Code screen appears.   
Note:  If the election definition is already loaded on the machine, when you power up the DS200 the first screen you will see is “Enter Election Code.”
6. Enter your code and press Accept.


7. Once the Election Definition is loaded, the above screen will appear and the Configuration report will print.  
8. Press Open Poll button to progress to the next screen. One copy of the Zero Report will print automatically.  
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9. If necessary, press Report Options to print another report. Leave the Zero Report attached to the paper tape roll, gently fold or roll it and secure it with a paper clip.  If you are ready to open the polls, press Go To Voting Mode. 

Public Count/Protected Count 
The Public Count still appears on the screen while the tabulator is in use.  The Public Count is the number of ballots that have been inserted and counted by the tabulator for a specific election.  There is now a Protected Count showing below the Public Count.  The Protected Counts is like an odometer in a car and keeps a count of all ballots that have ever been counted by the tabulator.  This includes ballots used for testing and for maintenance, as well as every election for which that tabulator was used.  

Scanning Ballots

Each voter will feed their ballot into the DS200 for scanning and tabulation. The DS200 can accept and scan ballots inserted in any direction.   

Depending on the options set for the Election, voters may encounter messages when processing their ballot. The following situations represent some common ballot exceptions that the voter may experience, and the poll worker may be called upon to provide assistance.  An audible alert will sound.
Blank Ballots
The DS200 precinct tabulator is coded to detect and notify the voter when it encounters a blank ballot. The display will indicate that the ballot has no selections and will offer the voter two choices, Return or Cast Blank Ballot.   
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If it is the voter’s intent to cast a blank ballot, they would select Cast Blank Ballot.  
If it was not the voter’s intent to cast a blank ballot, they would select Return. The ballot will be returned to the voter uncounted, and the voter can then mark their choices and re-feed the ballot.
Over voted Ballots
The DS200 precinct tabulator is coded to detect and notify the voter when it encounters an over voted race or issue on the ballot. An over vote is when more than the allowed number of selections in a contest or issue has been marked.  The display will indicate that one or more contests have too many votes cast and offer the voter two choices, Return or Cast.  
If the voter selects Cast, the ballot will be counted, all properly marked contests and issues will receive the appropriate votes, and the over voted races and issues will receive a blank vote. The individual candidates or issue choices in an over voted race will not receive any votes.

If the voter selects Return, the ballot will be returned uncounted, and the ballot will be “Spoiled” and the voter will be issued a new one.  

System Messages and Errors
If a ballot is unable to be processed due to damage, inappropriate marks, “doodling” by the voter or DS200 scanner problem, an error message will appear and an audio alert will sound.  The ballot will automatically be returned to the voter. The ballot will not be counted and no votes will be cast.

If the problem is a ballot issue, the ballot may be spoiled, and a new one issued to the voter.

NOTE:  Some error messages related to the ballot will instruct the voter to turn over the ballot and try again.  In the case of damaged ballots, this tactic will not allow the ballot to be processed and the ballot will need to be spoiled and remarked by the voter.

If the display indicates a system message, it may be necessary to contact the Elections Division to assist in the interpretation of the message and correction of the issue.

Using the Auxiliary Ballot Storage Bin

NOTE:  These steps are used if the scanner stops working and ballots cannot be scanned. Ballots stored in the bin may be removed at a later time for scanning once the DS200 is repaired or replaced.

1. Notify the Election Division that the scanner is not working.

2. Unlock and open the Auxiliary Ballot Storage Bin door located on the ballot box, just below the front of the scanner.

3. Close the door and lock it in place.

4. Instruct voters to place their ballots through the slot into the secured ballot bin.

Preparing to Close the Polls

1. Check the ballot box’s Auxiliary Ballot Storage Bin for uncounted ballots. 
2. Scan any ballots in the Auxiliary Ballot Storage Bin that can be scanned through the tabulator.  Any ballots that cannot be scanned must be hand-tallied.
Closing the Polls

1. Unlock the access door to reveal to Power and Close Polls buttons.
2. Press the Close Poll button to close the polls.  The following screen will appear. 
NOTE: The Close Poll button will become red when you first press it.  When the red light turns off, you can release the Close Poll button.

3. Press Close Poll on the screen to confirm the scanner should be closed.  The DS200 will automatically print a Ballot Status Accounting Report and a Results Report.   

4. Turn off the DS200 by pressing Finished – Turn Off on the touch screen.  

WARNING:  Do not remove the DS200 flash drive before the equipment is completely powered off (the Power button will not be luminated).   Prematurely removing the flash drive could result in damage to the equipment.

Re-opening the Polls


NOTE: Poll workers may be required to re-open the polls if you find uncounted ballots (in the Auxiliary Ballot Storage Bin) after you closed the polls and are required to scan the ballots.  You must call the Elections Division for permission to re-open the polls on Election Day.
1. From the close poll screen, choose Re-open Poll.
2. Enter the Override password on the touch screen and press Accept. 

3. Press Re-open Poll to resume voting.  A Ballot Status Accounting Report will print. 
4. When finished scanning ballots, follow the Close the Polls procedure and generate new reports. 

Printing Reports after the Polls Have Closed


NOTE: If you have already turned the scanner off, open the access door and press the Power button. The scanner will initialize and display the polls closed screen.

1. From the polls closed screen, select Report Options to select and print any additional reports listed below: 

· Ballot Status Accounting- (Not used in Maine)
· Zero Totals-  Zero Tape prints before voting begins
· Voting Results – Results tape (always choose poll level)
· Report Detail-  Public is the former media report that does not include blank votes

 Detailed includes blank votes
· Event Log Summary 
· Event Log- List of all scanner events occurring from start to finish of specific election
· Configuration- List of hardware/software versions (former Initial State Report)
· System Log
2. When report printing is complete, press the Cancel button to return to the poll closed screen.  

3. Press Finished - Turn Off button on the touch screen to turn off the DS200. 

Disassembling the Scanner (optional)
1. Unlock the hinged access door on the front of the ballot box and swing it down to expose the front of the scanner.

2. Pull the scanner forward about 4 – 5 inches and disconnect the power cord and diverter cord from the back of the unit.   

3. Slide the scanner forward until it clears the mounting rails and remove the scanner from the ballot box.  Place the scanner and power cord in the carrying case. 
Last, but Most Importantly

Follow the procedures established by the Elections Division staff to transport all required ballots, equipment and supplies, etc… to the designated location.
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