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Standard Operating Procedures

IMPORTANT: Before Scanning Ballot Envelopes, the pre-separation pad needs
to be removed from the Kodak scanner. If this part is not removed the scanner
will have difficulty pulling the ballot envelopes into the scanner.

To do so, open the door that encloses the feed rollers and remove the plastic tab
with the clear plastic guide by pulling up-and-out with one finger on each end of
the guide. Do not remove the rollers, just the guide. Close the plastic lid after
removing the pre-separation pad.

Cleaning the scanner

At the start of the day you should clean the scanner including:

e Vacuum output tray and input areas (input elevator and transport). DO NOT
USE compressed air.

e Clean all rollers Vacuum transport area

e Run transport cleaning sheet

e Clean imaging guides — basic

e Clean imaging glass as needed to remove streaks
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e Refer to the Kodak i4x50 Series Scanners User Guide for more information

Getting your documents ready to scan

Batch Size

It is best to scan ballot envelopes in batches of 15 to 20. This makes them
easier to handle when placing them on the feeder tray, and easier to retrieve if
one (or more) needs to be removed from the batch for Tier Two Review.

How to feed the scanner
Envelopes should be stacked neatly in LANDSCAPE orientation with the barcode

to the right and the ENVELOPE FLAP CLOSEST TO YOU. (See image below).

Document Preparation Guidelines

Start by visually examining your batch. Be sure to remove all staples and paper
clips before scanning as these items may damage the scanner. All inks and
correction fluids on the paper must be dry before scanning is started. This
includes date stamps.

If one ballot envelope looks thicker than others or stands out from the rest of the
batch for any reason (i.e. damage) remove it for individual processing at the end
of your batch.

Getting your scanner ready to scan
- Be sure the scanner is on and ready to scan (Start/Pause button LED is
green and constant)
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- Adjust the feeder guides so they are snug against the top and bottom of the
stack of documents without being too tight or bending them.
o These guides keep the envelopes in a straight path as they enter the
scanner.
- Load the batch of 15 to 20 envelopes documents onto the feeder tray at the
bottom of the scanner; the input elevator will activate automatically.

Ballot Envelope Handling

Plastic ID Pouch Best Practices: Photocopies of IDs that are folded neatly
and inserted in the pouch will pass through the feeder tray without issue.
However, photocopied pages that are “over-stuffed” or shoved carelessly into
the pouch will jam the scanner. In these cases, the supporting document(s)
should be removed from the pouch before scanning and replaced after
scanning is complete.

Thick Envelopes

If you encounter a ballot envelope that appears to contain more than one
document inside or is visibly thicker than others, separate it from the batch for
individual processing. Thicker envelopes will likely require additional handling
and will likely interrupt the batch. For thick envelopes the following steps are
recommended.

Step 1.) Toggle the switch on the front left of the scanner to open the mouth
of the feeder tray wider. You will not see it move, but the hardware will
accept a thicker envelope without triggering a multi-feed error.

Step 2.) Toggle the switch on the back right of the scanner, “behind” it. This

will open the rear exit tray and allow the ballot envelope to pass straight-
through the scanner to avoid jamming.
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NOTES:

e Be sure to toggle the rear document exit switch back into its original position
when finished.

e Be sure that you have adequate clearance behind the scanner to feed the
document(s) through when using this option.

e When scanning several documents through the rear document exit, the
documents will be output in reverse scanning order.

Scanning documents

After you prepare documents according to the guidelines and have them loaded
in the scanner, click on the INDICIUM Scan shortcut on the desktop

Wil

INDICIUM
Scan

The Batch Control window will open to the following screen:
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s Admin’ Setings 8 Show Enveiope e

PANASONIC
ty:No Key Profile: Ballot
loction: 110524

Batch:1 Count: 0
Envelopes Scanned: 0
Bar Codes Found: 0
Errors Found: 0
Accepted 0, Deferred 0, Not Checked 0

Error List New Batch

atch
[
[
Count
El

C:\Ballotimages\ Change
Thu 08/01/2024123253 G~

Start Batch Scan o
e

() SlowScan () Scan10nly () Detail Logging () Save Profier

Scan Station:001 _ Batch Size: 200 _Batch: 1 Count: 20 Curr Election'110524

In the background, a “ReflmageScan” window will also appear. This screen can
be ignored unless you have recently uploaded new Reference Signatures
(RefSigs). If new RefSigs have been uploaded since your last scan, click the
“Restart Scan” button.

Last Signature Drectory Read
Reference Images Found - 10
| Lest Signature Drectory Read

st Cancel Scan
ne

Next, in the Batch Control window, click the “Settings” tab. Be sure your
Scanning Profile is set as desired. Choose “Ballot”, “OUCAVA”, or “Cure Letter’
from the drop-down menu to set the correct document type.
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Once you have set the Scanning Profile, go back to the Batch Controls tab (at
the top left). Then, click on the green “Start Batch Scan” button. This will initiate

the scanning process.

M VBMScan v2.4.16

Batch Controls Batch Review Admin Settings

Device ScanFromFiles
NC PANASONIC
County:No Key Profile: Ballot

Batch: 2 Count: 13
Envelopes Scanned: 13
Bar Codes Found: 13
Errors Found: 0

Accepted 0, Deferred 0, Not Compared 13

Error List New Batch

Image Source: C:\Ballotimages\ Change
Receive Date: | Mon 07/08/2024 14:07:24 B~

Batch Source: |Mail

Start Batch Scan

Once the ballots have been scanned, the scanner (and software) will wait
for more envelopes to be fed. If you have more envelopes to add to the
batch simply place them in the feeder tray. There is no need to click “Start
Batch Scan”. If you are finished with your batch, press the “STOP” button
on the front of the scanner.

Once you have hit “STOP” on the scanner, you can remove the ballot
envelopes from the exit tray. IMPORTANT NOTE: remember to keep the
batch in the same order it was scanned. This will make it easier to physically
pull ballot envelopes from the batch if they have errors or require Tier Two

Review.
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Remember to check the results in the Batch Control window. Here you will
see a count of the envelopes scanned, barcodes found, and any errors
which may have occurred. If all pages are scanned and all barcodes found
successfully, the Error List button will remain grey.

Sl
e v
Batch Controls  Batch Review Admin Setings “ e
Device | Scan From Files i
NC PANASONIC i
County:No Key Profile: Ballot E
Election: 110524
Batch: 1 Count: 4
Envelopes Scanned: 4
Bar Codes Found: 4 T
Errors Found: H
Kccepted 0, Deferred DyNot Ch f
H
: t
Error List New Batch
Image Source G \Ballotimaaes\ Change f
Receive Date: | Thu 08/01/2024 12.52:18 B %
Batch Source: |Mail %
i
[x
H1
i
I
H
H

55 VBM Scan

Batch Controls  Admin  Settings Show Envelops Image

Device | TW-Brother MFC-7860DW vl

T T My

Batch: 1054 Count: 3
3

Envelopes Scanned:
Bar Codes Found:
ErrOrS FO : 1 uolse2 Buolm ZoTT6T 7265ekatt

0

WILWEI36Eap0D

Start Batch Scan

I
Scan Station:001 Batch Size: Unlimited  Batch: 1054 Count: 3 Acquisition was canceled, -- Acquisition Event
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Error List
If you have clicked on the RED Error List button, the following screen will open:
oy ScanViewer - O x
Batch Teol Image Tools m\ Q\ Fix Tools 4 4 Y [Nim e‘;
Felne  Barcode  Sig Resut Batch Env
Lme: 1 126535 2 1054 1
7] 'v‘ra.y

126535... 2 1054 2

Line: 2 s
Lne-3 _Tinvaid _Jo 1054 ]3]

uepaa Buoi ¢ 161 226555971

IO

wELHIEEPAD

On the left is a list of all the ballots in the batch. Problem ballots will show as
“Invalid” in the list. Click on the line items to view the ballot that generated an error.
Then, select the 'Pull Icon' (envelope with an arrow) at the top right. This will
indicate that the ballot should be added to the Pull Report list**.

b

Errors: Image3of 3

**The information in the Pull Report will help you find ballot envelopes later
that need to be removed from the batch.
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Batch Review

After the ballot envelopes have been scanned it is time to proceed with signature
review. Select “Batch Review” tab and click on the button in the lower left corner
of the pane that says “Signatur<7Review”.

Il vBMScan v2.1.1

Batch Controls BalCh7/eVieW Admin Settings Undeliverables

Batch ol AuditFile oad B
Batch_1005 Opg¢n [ (o)
Batch_1006 Clpsed C)
Batch_1007 osed C)
Batch_1008 Closed C)
Batch_1009 Open C
Batch_1010 Closed c)
Batch_1011 Closed C)
Batch_1012 Closed (o
Batch_1013 Closed C:\VBMScan\... | PDF Created
Batch_1014 Open C

NG
< >

Signature Mark as Print Batch Print Batch Score
Review Processed Report List Stats Rpt

The Signature Review function displays the envelope signatures in the batch
beside the Reference Signature from the Voter Registration database. The score
assigned to the signature (highlighted below) is printed on the upper-left of the
signature image.

ScanViewer = =] X
Batch Tool | Mark Reviewed [IGSRe8l| Image Tools (-B\ @\ Show All | Fix Tools | Change Status
Fielne Baode SgResut Bach  EnvPo.. 5 = =
I Signature I
June:1 [ 00300002 (1 Ji013 _[1 || s — ke
Lne:2 00300002 1 08 2 ST il
Line:3 00300003 1 1013 3 i ¢ ( 4d
> 00300002 Verfied Kw ,
Line:4 00300004 1 103 4 e X o CFUM i
Lne:5 00300004 1 03 5
Line:6 00300006 2 103 6 JR
Line:7 00300006 2 1013 7 5‘?"‘3 9 ( 'C(A/\f\
Lne:8 00300006 2 M3 8 00300002 Verfied 7»0(,(« AM ((OE |
Lne:3 00300006 2 03 9 1= N
Line:10 00300006 2 101310
Line: 11 00300006 2 1013 N seppbrioy , R o
Line:12 00300006 2 m 2 00300003 Vefied Dk N \ Vak =5
Y ¢ D) - (e, - - —
Line:13 00300006 2 M3 1
Line:14 00310003 0 03
Line:15 00320003 0 3 15
Sc23Prtes
Lne:16 00330003 0 03 16 - - ) .
Lne:17 500063 2 01 17 SERED Veded e beeca Jloraute A Srenaunhi|
Line:18 500063 2 M3 18
S¢77 Prt0
.
00300004 Vedfied | /> 0 i
* | R Slonawoli A Srenawnbi
< >

Errors: 0 Image 1 of 18 Sig Verified

When the Signature Review window opens, it will show the signatures that have
been automatically accepted with a score above the defined Threshold. These
are signatures that have been ‘Verified’ for straight-through processing and DO
NOT need further attention. THIS IS YOUR ONLY OPPORTUNITY TO REVIEW
ACCEPTED SIGNATURES.
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To see All Signatures, click the ‘Show All' option at the top center. This will
include ballot envelopes which have‘\been automatically verified as well as
signature that did not pass the threshald score and will require Tier Two Review.

ScanViewer - o x
Batch Tool Mark Reviewed |Cancel| Image Tools m\ Show All  FiTools Change Status
Flelne Bacode WaigResut Batch  EnvPo

Status  Signature Image Reference Signature
Lne:2 00300002 1 o3 2
Line: 3 00300003 1 10° 3 S
Line: 4 00300004 1 1013 4
Lne:5 00300004 1 03 5
Lne:6 00300006 2 03 6
Line:7 00300006 2 1013 7 5‘?"?
Lne:8 00300006 2 03 8 7%('
Line:9 00300006 2 1013 9 L
Line:10 00300006 2 03 10
Line: 11 00300006 2 03 m _s?'ﬁn\ ( I S —
pot i S JUESSIAS 7os =
Line: 14 00310003 0 1013 14
Line:15 00320003 0 M3 15
Lne:16 00330003 0 08 16 . ‘
Lne:17  500063.. 2 0 17 nactu ﬁ_&m
Line:18  500063.. 2 03 18
se77P0 .
00300004 e (3’ Sonacoli 174 Sﬁ?”ﬂ /ﬂé&.
< >

Errors: 0 Image 1 of 18 Sig Verified

When you are finished reviewing, click the green tab that says “Mark Reviewed”.

Signature Verification

T

INDICIUM
Browse

From the desktop, select the INDICIUM Browse shortcut. This will launch the
Signature Verification pane. You will be prompted to enter a user ID. The user ID
is usually the first initial of your given name and your full family name.

[

UserlD

Login

Afteryou login, you will be presented with the Validation pane:
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Blection: 110524

BallotID: VoterlD
Voterinfo SngSlatus

Next VBM Ballot L
Judges Batch Contols Batch Raview Admn Satings

Electon: 110524
tch: 1 Count: 16
velopes Scanned: 16
r Codes Found: 16

Batch# 1 0
() Show Ref Sig () Show Balot Image

Upload Ballots
Print 'Pull' Rpt

() Copy VoteriD to Clipboard Start Batch Scan

§f

C:\VBMScanData\110524\Processed\110524\1

Step: 1 — When the screen first opens itwill be blank until you input the “Batch#’
highlighted in the screenshot above. The bat should correspond to the batch#
from the Scan client. You should also check the two boxes that say “Show Ref Sig”
and “Show Ballot Image” which will open two additional image“panes on the
screen.

Step 2): Click ‘Next VBM Ballot” on the Validation pane. The window will display
color-coded buttons along with a ballot im in “Full Image” window and the
reference signature displayed in the “RefSiganture” window.

L]
Bection: 110524
AW e =S D
BallotiD: ABS3200504819
ABS3200504819 SigX: Not Verified
Next VBM Ballot
Valid
Valid - other signature
Signature Missing
Batch# 1 5
@ ShowRei Sg 8 Show Balat Inage
s,
e
va,;f; ey Batch Report ~ Upload Ballots
0 In Judge Process
0 Locked by users - in process All Batches Print 'Pull' Rpt
Inchecked Signatures
- Copy VoterlD to Cipboard
CAVBMScanData\110524\Processed\110524\1

Step 3): At this point you can select if the Ballot is “Valid”; “Valid — other signature”
(meaning the signature was compared to a secondary reference signature such as
DMV or Absentee, etc.); “Rejected” (meaning the signature requires Tier Two
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Review); “Cannot Sign” (which is for Assisted Signatures); or “Signature Missing”
(which requires a Cure Letter to be sent).

When the list of Ballots for Validation is complete, you will receive a message that
says “No more images in this batch”. Click “OK”

m o

Blection: 110524

BallotID: fullABS32005048

SigX: Not Verified
Next VBM Ballot

No more images in this batch,

Batch# 1 20
@ Show Ref Sig @ Show Ballot image:

[NotValid fulABS 32005048,

NotValid ful ABS32005048 Batch Report ~ Upload Ballots

Print 'Pull' Rpt

NotValid ful ABS32000435.

NotValidful ABS3200¢ All Batches
NotVald fulABS 32005048
NotValid ful ABS 2

5
| |0 Lockes in proc
| i .
e idful =
18 Totalin Batch Vald:ABS32005048 (51 Coy NoterfD o Giptoard
sig_fUlABS32005048_110524_1_20 0.0.0___ T2invaid J
C:\VBMScanData\110524\Processed\110524\1
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Reporting

After the Validation stage is complete, it is time to Report on the results of the
Signature Verification batch. Begin by clicking on the INDICIUM Admin shortcut
on the desktop.

I

INDICIUM

Admin

This will open the Admin window:

VBMAdmin v1.9.5

Batches DBfunctions VBMBrowse VBMBrowse Buttons Balot image. cumge

Reports. Blection: 110524

Cueltr  Im Envelope  Accepted Deffered Nt
Verfied  Uploaded o &;‘f;mnsg Sg

Batch  Source Rt
Status  Clk to Chng)

Although the Admin window is a powerful tool, for Reporting purposes you need
only to click to the “Reports” tab at the top right of the screen. This will open the
“‘Reports” window (below).

VBMAdmin v19.5

Batches DBFunctions VBMBrowse VBMBrowse Buttons Ballot Image Challenge Reasons Reports.

() Outputto CSV 110524 C:\VBMScanData\110524
8 include Headers
Stats Report
Create Report
Status o

Batch Report
Create Report

Batch ListReport
Create Repott

Audt Report
Create Repott
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The Reports window will remain blank until an Election is selected from the
menu. Click on the Election for which you would like to generate a report. The
line item will turn blue and the batch will appear in the table below.

VBMAdmin v1.9.5
Batches DBFunctions VBMBrowse VBMBrowse Buttons Ballot Image Challenge Reasons Reports

[0 Output to CSV 110524 C:\VBMScanData\110524
@ Include Headers
Stats Report

Create Report Select All

Batch Report Unlaadag__Cure Lir  Images Envelope Accepted Deffered  Not
Sent LCopied CoU g g 0mp

Create Report Open Mail
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Next, select Output to CSV in the upper left corner of the window, and click “Create
Report” under “Audit Report” on the left side of the window.

VBMAdmin v19.5

Batches DBFunctions VBMBrowse VBMBrowse Buttons Ballot image Gfallenge

The following message will appear:

VBMAdmin v1.9.5 - u] 5¢
Batches DBFunctions VBMBrowse  VBMBrowse Buttons  Ballt Image  Challenge Reasons  Reports

@ Outputto CSV.
8 Include Headers
Stats Report

Create Repot

Batch Repot
Create Report

Batch ListRepott
Create Report

Audt Report

File written to
CVBMScanData\110524\0utput\AuditRepart_20240801_012433.csv

It is important to take note of the file path for the Audit Report. You will need this
information to locate the file on the C: drive of the laptop. ***Alternatively: You
can change the Directory for where the Audit Report is saved using the Admin
tab on the Scan client.

***Click on the INDICIUM Scan shortcut on the desktop and select the
Admin tab, then click on the “Audit Report” button

Page 15 of 18



Q@ BizZTech

GG Solutions, Inc.

www.forbiztech.com

57 INDICIUM

\v SOFTWARE, INC.

P VBMScan v2.4.1

Batch Controls  Batch Revi@mngs

8 Show Envelope image

Search for
Scanners

Path2iniFile:C:\VBMScan\

CountRemaining:-1
No Twain Devices found
Curr Election: 110524

(C:\VBMScanData\110524\Forms})

@ LimitBatch Sizeto 200

Batch Review ‘ Auditreport ’

Copy Sources

Election Setup opy Soroes

Scan Station:001

Batch Size: 200  Batch: 1 Count:4  Curr Election: 110524

You may change the location directory of the Audit Report here:

Other Reports

Batch Selection Options
© Select one or more Batches when you begin the Audt Process wth the Start Button

O Audt all Batches in the following drectory:
C:\VBMScanData\110524\Output\ Change Dir

(0 Create fles for al sigs:

Checking this box will create an individael Signature
Tie for each record recorded in the Audt PDF file

PDF File Options
© Combine Al Selected Batches into a Single PDF Named: AuditFile pdf
O Create a PDF file for each Batch. PDF files will be named Batch_####_Audt pdf

PDF files will be saved in the following directory:
C:\VBMScanData\110524\Logs\ Change Dir

e Select Files to Audt and Create Audit Report
Batch File Count : 4

In addition to the Audit Report (which is the main requirement for reporting
Signature Verification results to the State), the Reports tab of the Admin window
has other reports which may be of use.
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The “Batch Reports” tab is useful for finding ballot that need to be retrieved from
the batch for Tier Two Review. [If you were careful to keep ballot envelopes in
the same order when you removed them from the scanner exit tray (as instructed
on Page 6), you can use the Batch Report to count through the ballot stacks to

find a deferred signature.

BatchReport.txt

File Edit  View

07/22/2024 18:33:19

Batch : Batch_6

Date 1 07/22/2024 18:31:22

Source : Mail
Status : Closed
Election: 110524

ABS3200043599
ABS3200504819
ABS3200504818
ABS3200664651
ABS3200863055
ABS3200504822
ABS3200504823
ABS3200504824
ABS3200504825
ABS3200504826
ABS3200043599
ABS3200504819
ABS3200504818
ABS3200664651
ABS3200863055
ABS3200504822
ABS3200504823
ABS3200504824
ABS3200504825
ABS3200504826
ABS3200043599

Status

Accepted
Accepted
Accepted
Accepted
Deferred
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Deferred
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted

Batch Report

Count : 50
Accepted B
Deferred : 4
NotCompared: @

CRCECRCRCRCRCRCRCRONCECRORURCRORCRCRCION )

Stats Report (or Signature Scores Statistics Report)

10.7626

16.54111
18.78985
23.00394
27.42855
21.26192
12.59924
20.25237
PEREYEL

21.32007
10.7626

16.54111
18.78985
23.00394
27.42855
21.26192
12.59924
20.25237
PEREVEL

21.32007
10.7626

This report shows the number of signatures that would have been accepted for
various threshold settings based on the signatures in your system. The most
restrictive settings are at the top with the smallest percentage accepted as valid.
This report is useful for determining what Signature Score Threshold will provide
the maximum amount of straight-through processing will also maintaining the

level of accuracy for signature verification.
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File Edit View

Signature Scores Statistics Report
07/22/2024 06:32:38
Current Election 110524

This report shows the number of signatures that would have been accepted for various threshold
settings based on the signatures in your system. The most restrictive settings are at the top
with the smallest percentage accepted as valid.

Conclusion

Thank you for using INDICIUM for your signature verification needs. Ensuring the
integrity and security of our electoral process is of utmost importance, and your
diligence in using this software contributes significantly to that goal.

If you have any questions, require further assistance, or encounter any issues
while using the software, please contact your State IT representative.

For the latest updates, user guides, and additional resources, visit our website at
www.forBizTech.com/NCSBE.

Thank you
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