
 

  
 

 

 

North Carolina Board of Elections 
 

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: 
 Vacuum output tray and input areas (input elevator and transport). DO NOT 

USE compressed air. 
 Clean all rollers Vacuum transport area 
 Run transport cleaning sheet  
 Clean imaging guides – basic 
 Clean imaging glass as needed to remove streaks 
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 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: 
 Be sure to toggle the rear document exit switch back into its original position 

when finished. 
 Be sure that you have adequate clearance behind the scanner to feed the 

document(s) through when using this option. 
 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 
 

 
 
The Batch Control window will open to the following screen: 
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In the background, a “RefImageScan” 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. 
 

 
 
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. 

 
 

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.  

 

  

If any of the barcodes were not read, the 'Error List' button will appear RED. 
This is your indication to check the Error List by clicking on the red button.   

 

 

 



 

Page 8 of 18 

Error List 

If you have clicked on the RED Error List button, the following screen will open:  

 
 

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**.  

**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 “Signature Review”. 

 
 
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. 
 

 
 

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 threshold score and will require Tier Two Review. 
 

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

 
 
Signature Verification 

 
 
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. 
  

 
 
Afteryou login, you will be presented with the Validation pane: 
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Step: 1 – When the screen first opens it will be blank until you input the “Batch#” 
highlighted in the screenshot above.  The batch# 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 image in “Full Image” window and the 
reference signature displayed in the “RefSiganture” window. 

 

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” 
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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. 

  

This will open the Admin window: 

 

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). 
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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. 
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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. 

 

 
 
 
 
The following message will appear:  
 

 
 

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

 
 
  

Other Reports 
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. 
 

 
  
 Stats Report (or Signature Scores Statistics Report) 

 
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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 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 

  
 


