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PURPOSE

For every election, the Board of Elections in the City of New York is responsible for sending
absentee ballots to its eligible voters. The purpose of this document is to provide detailed
instructions for creating ballots for absentee voters. As mandated by the Commissioners of the
Board of Elections in the City of New York, bipartisan Board staff will implement the procedures
detailed in this document in an accurate manner in New York, Bronx, Kings, Queens, and
Richmond counties.

OVERVIEW

Ballot On Demand (BOD) — is the process of printing ballots for governmental elections while
using the Balotar Printing System.

The Balotar Printing System provides the technology and services needed to produce ballots
for absentee and walk-in (voting in office) absentee voting applications. It can print simplex and
duplex ballots in the following sizes: 8.5 x 11, 14, 17 and 19.

Prior to an election, Management Information Systems (MIS) at the General Office produces a
batch of mailing labels for absentee voters for all the borough offices at their requests. These
labels are generated from the names and addresses of voters in the Archival for Voter Images
and Data (AVID) system who request to receive an absentee ballot at election time.

In the past, the Board had a supply of absentee ballots printed by a vendor based on an
estimated number of registered voters. Next, the vendor sent the printed ballots to the borough
offices for staff insertion in the designated envelopes for absentee voters.

Today we use the Balotar Printing System, which is designed to generate absentee ballots on
demand at borough offices.

Benefits of BOD:

e Borough offices have control of their absentee ballot production.

e BOD expedites the ballot mailing process for voters who are registered as Federal,
Military, Absentee Permanent, Nursing Home Program, or Absentee Temporary.

¢ In-house ballot production saves time and costs.

e |t minimizes the amount of unused paper ballots.

e Less storage space is needed to maintain unused ballots for two years.
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Printing System Equipment

Each borough office has two or more Balotar Printing Systems to generate absentee ballots
for voters in their borough. Components:

o Laptop computer

. Balotar printer

. Network cables

. Auto Folder device

o BOD Folder Switch device

. Output trays (Flat and U trays)
. Stationary printer cart (storage for toner, ballot paper and other related items)
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The Balotar printer is located in a secure area in each borough office. System components are
to be used for BOD printing only.

The Board contracts service and maintenance updates with the Balotar vendor.

e Atthe beginning of each year, the BOD System Administrator in the General Office
contacts the Balotar printer vendor to schedule preventive maintenance. The bipartisan
BOD leads will record the activity in the Balotar Printer Maintenance Log.

e  Two months before the first election of the calendar year, the BOD leads will have the
printers checked by the Balotar vendor. If any components are missing, the BOD leads
will forward a request to the BOD System Administrator for a replacement. Toner is
replaced as needed.

. If difficulties develop during printing, leads will call the Balotar vendor at 1-877-377-8683
(or the current support contact number posted on the machine) to request servicing, and
call the BOD System Administrator.

Leads will record the request in the Balotar Printer Maintenance Log along with all
other service calls. Anytime assistance is needed, the leads should contact the BOD
System Administrator.
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ROLES AND RESPONSIBILITIES

Role Responsibilities include:

Bipartisan BOD Leads

» Scheduling and documenting maintenance
and service calls
» Maintaining the Balotar Printer Maintenance Log

» Requesting mailing labels, ballot paper, toner
cartridges, and other supplies

= Selecting ballot styles for Ballot Print/Scan Test

= QOverseeing envelope preparation, ballot
production, and Ballot Print and Scan Test

= Checking readiness of the Balotar Printer

= Assisting with print-related issues

= Quality control of ballot printing

=  Communicating with Team Operators, BOD
System Administrator, and Balotar Vendor

Bipartisan BOD Team Operators

» Preparing envelopes

= Changing toner cartridges and loading paper

= Clearing paper jams

= Printing test, Absentee batch, and Walk-in
(Voting In Office) ballots

= Assembly of ballots and envelopes

= Quality control of ballot printing

Bipartisan
Central Ballot Scanning and Tabulation
(CBST) system leads

= Scanning test ballots on DS850
= Documenting Ballot Print and Scan Test results

BOD System Administrator

= Obtaining Balotar supplies

= Assisting borough office with ballot production

* Providing Ballot Styles and Party Code files to
boroughs

» Tracking and problem solving with Balotar
Vendor

Balotar Vendor

Election Systems & Software, LLC (ES&S)

= Service, maintenance and support for the
Balotar printer
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Ballot On Demand Process

This procedure consists of two types of absentee voter ballot processes and two printing options
for the batch of absentee ballots:

l. Batch of Absentee Ballots

A) In-house ballot printing; or

B) Commercial/vendor ballot printing

Il. Walk-In Absentee Ballot (Voting In Office)
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. BATCH OF ABSENTEE BALLOTS

Voters who are registered in the AVID system as one of these absentee types will be
eligible to receive an absentee ballot.

Absentee Types:
e Federal Absentee
e Military Absentee
e Permanent Absentee
¢ Nursing Home Program
e Temporary Absentee
e Board of Elections & Poll Workers

Authorized borough personnel may request mailing labels from MIS for their eligible voters
in the upcoming election.

Using the Ballot Absentee Tracking System (BATS), MIS creates:

1. A text file containing the name, address, Voter Serial Number (VSN), Party
enrollment, and Election District/Assembly District (ED/AD) of the absentee voters.

2. A PDF file of the corresponding mailing labels. Borough personnel may request as
many batches as needed while continuing to receive absentee ballot applications.

The mailing label PDF file is emailed to the requesting borough for onsite printing. Since
the first request produces a high volume of mailing labels, MIS prints this batch for every
borough automatically. All subsequent batches are printed at the borough office. However,
MIS will print additional batches of mailing labels if the borough office makes that request.

The text file is stored in a folder labeled by borough on the "P" network drive. The drive
is accessible on the Balotar Printing System.

The absentee ballots are created by the Electronic Voting System (EVS) Department,
proofed by Ballot Management, and approved by The Board of Commissioners. Authorized
EVS personnel will email a data file to the ES&S Balotar support team to prepare the data.
The support team will notify EVS when the ballots are ready to print and EVS will notify the
borough offices.
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Shown below are instructions based on your selection of in-house or
commercial/vendor ballot batch printing.

A) In-house Ballot Printing — Batch only:
There should be bipartisan BOD leads for each BOD machine.

1.  Request Supplies
Authorized borough personnel emails:
a) Ballot Management at TSattie@boe.nyc.ny.us
to request ballot paper
- order extra paper that will be needed for ballot print testing and
DS850 Batch Header Sheets
b) EVS at *EVSGroup@boe.nyc.ny.us
to request toner and any other supplies needed for the Balotar printer

2. Request Mailing Labels
a) Authorized borough personnel emails the MIS helpdesk to request mailing
labels.
b) The email should clearly specify the types of absentees and borough
preferences such as the sort order of the file records and the ballot in-house
print option.

3. Receive and Print Mailing Labels
a) The first batch request is printed by MIS PrintShop for every borough
automatically because it produces a high volume of mailing labels.
b) The borough office is notified to pick up their printed batch of mailing labels
from MIS PrintShop.
c) After receipt of the mailing labels PDF file, the borough office prints its
labels onsite, beginning with their second batch request.

d) MIS will print additional batches of mailing labels if the borough office
makes that request.

4. Prepare Envelopes
Borough staff prepares envelopes with the mailing labels for absentee voter
packets.
a) A packet consists of up to three envelopes: the mailing, return and ballot
envelopes. Poll workers only need the mailing and ballot envelopes.
b) The assembled packets are bound by a rubber band and placed in a tray in
the same order that the labels were printed.
c) The trays should have the AD information displayed clearly.
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5. Load paper trays

a) Team Operators insert the correct size ballot paper in the printer.

b) For proper alignment, fan or loosen the paper stack and make sure it stacks
evenly in the paper tray. This will keep the paper from sticking together and
help prevent paper jams.

c) Do not overload the paper tray. The suggested maximum number of ballot
sheets per paper tray is 150.

6. Check Auto Folder
a) Team Operators check the Auto Folder device to ensure that the output tray
(Flat or U tray) is in place.
b) The Flat tray is better at maintaining the sequence order of printed ballots.
c) If ballots do not fold properly, call your maintenance contractor
at 1-877-377-8683 (or the current support contact number listed
on the machine). Also call the BOD System Administrator.

7. Ballot Print and Scan Test (Do this before printing an entire batch.)
The BOD System Administrator will let the borough offices know when their
ballots are ready to print. Next, the borough offices will complete a ballot print
and scan test.

The purpose of the test is to ensure that the ballots can be scanned and recognized
by the DS850 scanners. When this occurs, it's considered a successful scan. If a
ballot comes through the top of the DS850 output tray, it is not a successful scan
and the ballot must be rescanned for success.

Tests should be run using a minimum of 50 of your common ballot combinations,
also known as ballot styles, or all of your ballot styles if there’s less than 50. The
ballot style a voter receives is based on the district they live in and their voter
registration information.

a) Print five (5) copies of each ballot style on every printer using the
Manual Ballots print option. Refer to IV. Manual Ballots Step-By-Step
Instructions on page 40.

b) BOD leads must scan all the printed test ballots on every DS850 scanner
onsite and record the results on the BOD Ballot Scan Test form (Sample
form on page 45).

Example
If 50 ballots are scanned on a DS850 scanner and 15 are rejected,
what should the BOD or CBST leads do?

Answer: Rescan the 15 rejected ballots on the same DS850 scanner.

If any scanned ballots continue to be rejected after three
attempts, indicate “Fail” in the Scanning Results column on
the BOD Ballot Scan Test form for that ballot style.
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c)

d)

After completing the Ballot Scan Test on one DS850, if any ballots fail,
contact the BOD System Administrator in the General Office immediately.

All test ballots and ballot scan test forms used, must be stored for two years
in a secure location.

For more information about operating the DS850 scanner, refer to 15.9.1
Instructions in Section 4 Canvass/Re-Canvass Procedure for step-by-step
instructions.

8. Document Test Results

a)

b)

BOD leads must always document the test results on the BOD Ballot Scan
Test form, and sign and date it.

Leads will attest that the ballots scanned successfully and indicate which
ballots, if any, were rejected.

9. Print Entire Absentee Ballot Batch
For detailed information about printing an entire ballot batch, refer to Ill. Mail Batch
Step-By-Step instructions on page 35.

a)

b)

d)

e)

While the ballots are printing, borough staff should use the Ballot Overlay
template to make sure the alignment of the printed ballot has not shifted.
Perform this alignment check at least three times during the day; once in
the morning, afternoon, and evening.

An alignment check should be done after the paper tray is refilled and after
a paper jam.

ED Header Sheet, if generated by Balotar printer, should be used to
confirm the number of ballots printed for the ED batch.

As soon as the Team Operators activate a selected segment in a Batch
to print, the screen status changes from “On Hold” to “Released.”

View the printed ballot carefully for obvious print errors. Check the printed
ballot against the Ballot Overlay template to ensure proper alignment. Refer
to “Sample of Acceptable Ballot” on page 47.

The ballots will print in the same order as the mailing labels to match the
prepared envelopes.

Once a selected segment has finished printing, the screen status will change from
“‘Released” to “Printed.”

The printed ballots are now ready for the Assembly Process.
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10. Assembly
After receipt of the absentee ballots, it's important that borough staff match the
ballots with the mailing envelopes for insertion.

Before mailing ballots, printed voter identifications on the mailing labels
are scanned into BATS for tracking the release date.

Once the Return Envelopes arrive at the borough office, the printed voter
identifications on the labels are scanned into BATS for tracking purposes.

BATS is updated daily on an ongoing basis.
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B) Commercial/Vendor Ballot Printing — Batch only:
When this option is selected, a vendor prints the ballots for the borough office.
Allow at least a four business day turnaround time for this request.

1. Request Mailing Labels
a) Authorized borough personnel emails the MIS helpdesk to request
mailing labels.

b) The email should clearly specify the types of absentees and borough
preferences such as the sort order of the file records and the ballot
commercial print option.

2. Receive and Print Mailing Labels
a) The first batch request is printed by MIS PrintShop for every borough
automatically because it produces a high volume of mailing labels.
b) The borough office is notified to pick up their printed batch of mailing
labels from MIS PrintShop.
c) After receipt of the mailing labels PDF file, the borough office prints its
labels onsite, beginning with their second batch request.

3. Prepare Envelopes
Borough staff prepares envelopes with the mailing labels for absentee voter
packets.
a) A packet consists of up to three envelopes: the mailing, return and

ballot envelopes. Poll workers only need the mailing and ballot
envelopes.

b) The assembled packets are bound by a rubber band and placed in a
tray in the same order that the labels were printed.

c) The trays should have the AD information displayed clearly

4. General Office forwards the ballot image file to the print vendor
The vendor will ship the printed ballots to the borough office. The supply of
absentee ballots received at the borough offices includes the amount needed for
this ballot scan test.

5. Ballot Scan Test
After receipt of the absentee ballots, BOD leads will complete a ballot scan test.
The purpose of the test is to ensure that the ballots can be scanned and recognized
by the DS850 scanners. When this occurs, it's considered a successful scan. If a
ballot comes through the top of the DS850 output tray, it is not a successful scan
and the ballot must be rescanned for success.

Tests should be run using a minimum of 50 of your common ballot combinations,
also known as ballot styles, or all of your ballot styles if there’s less than 50. The
ballot style a voter receives is based on the district they live in and their voter
registration information.
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a) BOD leads must scan five (5) copies of each ballot style on every
DS850 scanner and record the results on the BOD Ballot Scan Test
form (Sample form on page 45).

Example
If 50 ballots are scanned on a DS850 scanner and 15 are rejected, what
should the BOD or CBST leads do?

Answer: Rescan the 15 rejected ballots on the same DS850 scanner.

If any scanned ballots continue to be rejected after three
attempts, indicate “Fail” in the Scanning Results column on
the BOD Ballot Scan Test form for that ballot style.

b) After completing the Ballot Scan Test on one DS850, and if any
ballots fail, contact the BOD System Administrator in the General
Office immediately.

c) All test ballots and ballot scan test forms used, must be stored for two
years in a secure location.

For more information about operating the DS850 scanner, refer to 15.9.1in Section 4
Canvass/Re-Canvass Procedure for step-by-step instructions. If unfamiliar with
operating the DS850 scanner, contact a bipartisan Central Ballot Scanning and
Tabulation (CBST) system lead.

6. Document Test Results
a) BOD leads must always document the test results on the BOD Ballot

Scan Test form, and sign and date it.
b) Leads will attest that the ballots scanned successfully and indicate
which ballots, if any, were rejected.

7. Assembly
It's important that borough staff match the ballots with the mailing envelopes
for insertion.

Before mailing ballots, printed voter identifications on the mailing labels are
scanned into BATS for tracking the release date.

Once the Return Envelopes arrive at the borough office, the printed voter
identifications on the labels are scanned into BATS for tracking purposes.

BATS is updated daily on an ongoing basis.
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WALK-IN ABSENTEE BALLOT (VOTING IN OFFICE)
A voter who is unable to vote at their polling location on Election Day may go to their
borough office and request an absentee ballot.

Absentee voting in person begins as soon as the ballots are available and at least
32 days before an election.

Walk-in absentee ballot printing:

1.

Request Absentee Ballot
Voter requests an absentee ballot by completing and submitting an Absentee
Voter Application at their borough office.

Check Eligibility

Borough staff uses the completed application to search for the voter in the AVID
system and determines if the voter is eligible to vote as an absentee for the
requested election. Refer to Il.A. Voter Eligibility Validation on page 27.

Load paper trays

a) Team Operators insert the correct size ballot paper in the printer.

b) For proper alignment, fan or loosen the paper stack and make sure it stacks
evenly in the paper tray. This will keep the paper from sticking together and
help prevent paper jams.

c) Do not overload the paper tray. The suggested maximum number of ballot
sheets per paper tray is 150.

. Generate Mailing Label and Ballot

a) After the voter’s eligibility has been confirmed, borough staff will log into
BATS to generate the mailing labels and corresponding ballot for the voter.
Refer to II.B. Mailing Labels Generation for Walk-ins on page 29.

b) Individual voter labels are created on the label printer connected to BATS
at the borough office.

c) BATS triggers the Balotar to print the appropriate ballot while the mailing
labels are also printing.

Quality Control Check

View the printed ballot carefully for obvious print errors. At least three times

during the day; once in the morning, afternoon, and evening, check a printed ballot
against the Ballot Overlay template to ensure proper alignment. Refer

to "Sample of Acceptable Ballot" on page 47.
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6. Prepare Envelopes
a) Borough staff matches the ballot with the mailing label on the return

envelope.
b) The BATS Identification printed on the mailing envelope is scanned into
BATS for tracking the release date of the Absentee voter packet.

7. Deliver Absentee Ballot Packet
Borough staff hands the Absentee ballot packet to the voter who has the option
of voting onsite or using the return envelope provided to mail it back to the borough

office.

8. Tracking the Completed Absentee Ballot
The Absentee ballot is handed in or mailed to the borough office in a sealed return

envelope.
a) The envelope is scanned into BATS for tracking the date of receipt.

b) The returned envelope is stored securely until the validation process
begins.
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BOD PROCESS FLOWS

Batch of Absentee Ballots Production

Borough Office (ABSENTEE)

General Office (MIS)

Borough Absentee Department sends request for the
mailing labels via email to MIS, must include the
preferred requirements:

e Ballot Categories (FED/MIL/PERM/Nursing Home/TEMP/
BOE & POLL Workers) and Batch size, AD, ED etc
e Print Option (In-house print or Commercial print)

.| Based on the borough requirements, MIS

MIS

generates the mailing labels PDF file

v
The generated labels PDF file is

prints labels <
\’./

No

Yes *

Mailing labels are
printed at borough office

;

Borough receives voters’ mailing labels and
—p- starts the process of getting the envelopes

emailed to the reauestina borouah
~ TR R MR M b it |

MIS

prints labels
?

Yes

4

MIS prints the Batch for No
borough and borough

T

ready for the election

personnel picks up labels
from MIS PrintShop

A 4

MIS generates a text file
containing voter information

A 4

Text file is stored on a

Balotar Printing System

BOD Operators activate the
desired segment for printing
the ballots

All printed ballots are inserted into their prepped
envelopes and all outgoing mail is tracked in BATS
and ready to mail

/network drive accessible by
\Balotar Printing System
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Walk-In Absentee Ballot Production

Voter

Borough Office (Absentee)

Voter requests

Borough personnel provides voter

A 4

Absentee Application
form

Voter fills out the

with the Absentee Application

Absentee Application

AVID system

Borough personnel

A 4

o Accepts the Absentee Application
e Checks voter’s eligibility in AVID

eligible
?

BATS
A 4 h 4
Mailing labels are A text file for the
sent to Brother ballot is saved on
Label Printer “P” network drive

Ineligible

h 4
Borough personnel
prepares envelopes

Voter
¢ Receives envelopes and ballot

e Hands or mails to borough personnel

A

and ballot to give to
voter

Balotar Printing System

Borough personnel
e Receives sealed Return Envelope

( Walk-in process complete

Yo

A 4

e Envelope is stored securely until
validation process begins

J
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BALOTAR START-UP STEP-BY-STEP INSTRUCTIONS

A. Window Login

Step 1.

Step 2.

Step 3.

Step 4.

Inspect the network cables to make sure one is connected to the printer and one is

connected to the laptop.

Plug the printer power cord into the outlet.
Turn on printer, using toggle switch on lower-left side.

Plug the laptop power cord into the outlet.
Turn on laptop.

Windows Login screen appears. Enter a “Password” to log onto laptop.

ABS Admin
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B. Network Connection Checks

Step 1. Check to make sure the laptop and Balotar are connected to the network by
the network cables.
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Step 2. Right click on the "Start"e button.

Step 3.

Step 4.

Step 5.

Properties

Open Windows Explerer

Click Open Windows Explorer and maximize the window by clicking the
square in the upper right, to the left of the red "x".

Make sure “(\\10.5.20.102)(P:)” is listed on the left side of your screen.
Double left click on the file.

o)

(e 5> Lboies > [ sooien

Organize = New library %=~ 0 @
3 Faverites = Libraries
Ml Desktop Open a library to see your files and arrange them by ..
& Downloads =
U] Recent Places &|  Documents
v Library
= Librari
v ) & Music
) ul b Library
o Music =
| Pictures ';“ Pictures
B videos o Libray
8 Computer l Videos
&L Local Disk (C: T Library
crudocs (1110.5.20.102) (P:)
= ;
I ';— 4 items

Double left click on the borough folder for its file contents such as BATCH,
REPORTS, and any other files.

o= =
S| ). « crudocs (\10520102) (P:) » BOD » Training # SI » v | 49 W Search st
e 71 L £ —
Organize + MNew folder B== ~ M @
4 Yr Favorites Nare Date mod|
B Desktop 1. BATCH 1/13/2016
i. Downloads J. REPORTS 5/4/2015
Q.-:n_ Recent Places
44 Libraries
> @ Documents E
J' Music
- = Pictures
- B Videos
4m Computer I
- &, Local Disk (C:) I
- 5 crudoes (\110.5.20.102) (P:)
7 — — 3
2 items Offline status: Online
) Offline availability: Not available
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Step 6.

Step 7. Select the Balotar printer. Left click on the "Start"e button.

Double left click on the BATCH folder to see a list of files. Double click on a file

to make sure you have access.

T =R

Organize » New folder

4 Downloads
%l Recent Places

43 Libraries
> @ Documents
> J Music
» [ Pictures
- B Videos

m

4 % Computer
- &, Local Disk (C:)
» ¥ crudocs (\110.5.20.102) (P:)

Offline availability: Not available

] 1 item Offline status: Online

Il F——

= 0 @
49 Favorites Name Date mod|
M Desktop 1113201610 2712 1/13/2018|

2

% Snipping Tool ABS_Admin

Documents

A5 WordPad

Pictures
a TeamViewer 9

Music

Computer

Control Panel
Devices and Printers

Sticky Motes
Default Programs

f:";a_f Paint
‘ﬁ Help and Support
« KPS Viewer

> AllPrograms

Search programs and files
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Step 8. Select Devices and Printers. Make sure Balotar printer is checked within
a green circle. Contact your onsite support person with any printer problems.

o = S
. . 2\ << Hardware and Sound » Devices and Printers -
Add a device Add a printer & - o |

4 Devices (2)

\] :
BOD-NYC-11 Dell USB Optical

Mouse

4 Printers and Faxes (4)

Fax Microsoft XPS
Document Writer
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C. Balotar Setup

Step 1. Fill input tray on Balotar printer with correct size paper.

Paper Tray:
Team Operators insert the correct size ballot paper in the printer. The
suggested maximum number of ballot sheets per paper tray is 150.

For proper alignment, fan or loosen the paper stack and make sure it stacks
evenly in the paper tray. This will keep the paper from sticking together and
help prevent paper jams.

The paper stack should be positioned within the square cutout of the paper
railing. See image above.

If the paper stack is above the top of the square cutout, remove some of the
paper to avoid a paper jam.
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D. Auto Folder Device Setup

The Auto Folder device folds the ballot as it drops from the printer.

Step 1. Make sure the output tray (Flat or U tray) on BOD Folder device is in place.
Flat tray maintains the ballot drop sequence order, better than the U tray.

mmn

—
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Step 2. BOD Folder Switch is a sensor that controls the speed of the ballot folding
process. It is mounted on the Auto Folder device.

The folder switch has two wires: one is connected to the Auto Folder device;
the other is connected to the AC1 Switched AC Oultlet.

The switched AC outlet must be plugged into a wall outlet.
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. Balotar Printing System™ Login

Step 1.

Step 2.

Double left click on the “Balotar” &

User Sign In screen will appear.

—_— TR
— il

User Name [admin -

Password  **{

Click the dropdown list to select one of these user names: admin,

supervisor, or operator.
Enter the password assigned and click the Sign In button.

The Balotar Printing System™ main screen appears.

w5 Bolotor-3.05.1 |.‘-'- J
File View Ballots Help  Settings

ol Biktor ome BALOTAR

Balotar

Ballot on Demand Printing

i |
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Il. WALK-IN STEP-BY-STEP INSTRUCTIONS
A. Voter Eligibility Validation

Step 1. Click the ﬁ icon to log into the AVID (Archival for Voter Images and Data)
system.

(52| nttpy//portal.boenye.ny.us/ Do x| i)y

%) BOE Portal | Produc... % | 2 nycmyus = ion, | t::Trackin_‘ _‘

; wisi
LIST
¢ 1
i V=t ;
Plu's EMPLOVEE BOEEMAIL
SELF SERVICE UPDATER
[ et ey

Click on the Run button.

Step 2. Enter the user name and password. Then click on the Log in button.

- T
. AVID Registration Login ﬁ

User

Password:

Log in
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Step 3. Enter the voter's name and address. Then click on the Enter=Find button to
begin a voter search.

I 40 gt e o -k N a =0

File  Actions &
9 @ mn 0
Voter Search ‘ Poll Site and Political District Information ED List
Search for: [l Aechive. Where: | cipwige v || P25t \ 7] Accessio
[ Morenfo| 0 o @
birth date middle D T | |
Absentze [ Adoress Cutcide S SendBaliotoy: ® al  Oemal Ofax [
Boro VSN Voter Name Registration Address DOB ED  AD Parly Status Type Type: ‘ ! SetAb&Dales| Flection Eection Eection
Address: Abs.e
Activity Date Changedby  Approval  Code Description Previous Valu
Voting Election Method VoferType AD ED
History

‘ Esc=Clear | Right-Click = Duplicate Research

New registration and enrollment Address change Party change Name change Inforr

Yes, I need an application for an Absentee Ballot Yes, Iwould fike to be an Election Day Worker
1| AreyouaUs. citizen? |1 will be 18 yesrs old on or before election day NYC Voter ID
Yes No Yes No
Buff Type
3 Last Name First Name Middle Initial Suffix
Registration Da
last name first name middle initial lsuffix <none
4 Address Where You Live nen-standard AptNo.  City/Town/Village
houseno | suffix sirest name apt ity

5 Address Where You Get Your Mail (if different from above)

Date of Birth Sex (circle) Home Tel. Number email 1D Number - {

6 M OF i New Yorl

MM DD |YYYY 7 8 | [tel. number email Licemsh

[The last vear vou voted | Your Address was (give house numstreet, and city) LASTF

vy street address and city where last voted g| ofvouSod

- Tdonot!

0 In county/state Under the name (if different from your name now) or 3 Sociz
name last voted of

DEMOCRATIC PARTY Future Party This NYS section is informational only, y¢

REPUBLICAN PARTY New York State ID Previou

o : — 2 L
AGENCNC T o LRI

Step 4. Follow the Board’s guidelines. Borough staff reviews voter’s record and
determines eligibility.
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B. Mailing Labels Generation for Walk-ins

Step 1.  Click on this E icon to log into Ballot Absentee Tracking System (BATS).

Click on the Run button.

Step 2. Enter the User Name and Password. Then click on the Login button.

BallotAbsenteeTrackingSystem

Hame: BalotAbsentaa TrackingSystem

Version:  2.0.5.5

Publisher:
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Step 3.

Step 4.

Step 5.

To print mailing labels for a voter, click on the Task tab to see a dropdown list.
Then select Label Print from the list.

Task | Admin Job Reports Window
Barcode
BATSID Lookup
Label Print

Exit

Select an “Event” from the dropdown list.

Select “Ballot Type” from the next dropdown list.

Enter the Voter Serial Number (VSN).

Select Ballot On Demand checkbox.

Deselect “Include outermost mailing label.”

Choose a “Delivery Method” on the right of the screen.
Click the “Print Label” button.

Task  Admin  Job  Reports  Window

Delivery Method

Event [Mock Spec. Election 2015 - 12/15/2015 vl

@ Mail fWalk In

) Email

Ballot Type: ’Special Election Absentee Ballot v]

© Fax

©) FWAB
VSN K1543862| B

Ballot On Demand

Include outermost mailing label Print Label

Click on the “Yes” button to confirm the voter's name.

Label Print - VSN: K1543862 =]

VOTER'S NAME. Is this the correct voter for the VSN that was
entered?

| Yes Mo ]

Page 30 of 50



Step 6.

Step 7.

Select label printer (Brother QL-500 or etc.) from Printer window and click the

“Print” button to create the labels.

I e ==
General
Select Printer
%Add Printer 9 Canon8205_Comm
fAdobePOF_ 49 Canon8205_EVS_Pe¢
(E Brother QL-500 ) 89 Canon8205_Transl:
4 Ll 3
Status: Ready [C] Print to file
Location:
Comment: Find Printer...
Page Range
@A Number of copies: 1 -3
Selection Current Page
Pages: Collate \ : |
4t 22| 5P
[t J[ Cocel [ ooy
L

Prepare ballot and return envelopes with the printed mailing labels.
Then pick up the printed ballot from the Balotar printer.
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. Ballot Print for Walk-ins

Step 1. If Balotar Printing System is in the "WALK-IN" mode (see the “Job Name”
window below), ballot will print automatically while mailing labels are printing
on the label printer.

Job Name WALK-IN

Waiting for VR fileson__ P BOD\Training\S|

Run Date Job Type Ballot Name File Type Key Sector Status
1/7/2016 2:33:47PM  Single Re... 5_1_7_2016 12 377_Run391_201617_... MAIN_FILE 261001 Printed
m 13
Run Date Attachment Name File Type Status Instance ID
1

Voter file processing status report

Close | [ Resetlosewp MANUAL BALLOTS ~/[RunJob

Step 2. If Balotar Printing System is not in the “WALK-IN” mode, do the following:

a. On Balotar — 3.0.5.1 screen: Click the “+” next to “Jobs” to reveal all of
your jobs (WALK-IN, MAIL BATCH, and MANUAL BALLOTS).
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File View Baliots Help Settings

=- g Balotar Items
=9
= g WALK.IN

= MAIL BATCH
& @ MANUAL BALLOTS

b.

BALOTAR

Balotar

Ballot on Demand Printing

WALK-IN and select “Run Job.”

a- Balotar-3.0.5.

File  View Ballots Help Settings
= @ Balotar Items
-4y Jobs
= mm Run Job
‘. MAN Run Job in Test Mode
..... {fﬂ Reports Validate lob
..... h Remove lob
[ i{_- Compon Generate Test Deck
- g Clents Run Job in Quick Mode
- & 10 Setups
- .!4: Report Formats
----- .!4: Admin Utilities

Right-Click on WALKA-IN for a list of all jobs that can be run under
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The Single Request Run Screen will appear.

Job Name WALK-N |
Waiting for VR files on  PA\BOD\Training\S| |

Run Date Job Type Ballot Mame File Type Key Sector Status

1/7/2016 2:33:47 P Single Re . f5_1_7_2016 12 377_Run331_201617___  MAIN_FILE 261001 Printed

4 [ | 3
Run Date Attachment Name File Type Status Instance ID

Vioter file processing status report

Close | [ ResetloSeup MANUAL BALLOTS ~|[ RunJob

c. Balotar starts printing the ballot automatically when in the WALK-IN mode.

Job Name WALK-N
Waiting for VR files on  P:\BOD\Training\SI
Run Date Job Type Ballot Name File Type Key Sector Status

Run Date Attachment Name File Type Status Instance 1D

Voter file processing status report

| »

Parsing VR file
Successfully parsed VR file

Loaded Voter Data Format details ‘

[ m

Received new VR file ‘P \BOD\Training\SI\1_7_2016 12 377 txt'
Loaded Voter Data Format details

Parsing VR file

Successfullv parsed VR file

[ Close | [ Resetiosewp | [MANUAL BALLOTS ~|[ RunJob |

Voter absentee packet (printed ballot, ballot envelope, and return envelope)
is complete.

If a WALK-IN ballot is not printed, refer to IV. Manual Ballots Step-By-Step

Instructions for reprinting the ballot on page 40.
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lIl. MAIL BATCH STEP-BY-STEP INSTRUCTIONS

Step 1. In Balotar — 3.0.5.1 screen: Click the “+” next to “Jobs” to reveal all of your jobs
(WALK-IN, MAIL BATCH, and MANUAL BALLOTS).

-

o5 Balotar-3.0.5.1

File  View Ballots Help Settings

Elb Balotar Items

S J—_ Components

i = Clents

- g 1O Setups

----- J_—. Report Formats

Step 2. Right-Click on MAIL BATCH for a list of all jobs that can be run under mail batch
and select “Run Job.”

IEQ Balotar-3.0.3.1

File  View Ballots Help  Settings
= 4 Balotar Ttems
=R & Jobs
ﬂ WALEK-IN
o
- ] Run Job
7| Reports Run Job in Test Mode
.i _____________ Validate lob
- &= Component Remove Job
E:I---,i"‘: Clents Generate Test Deck
- & IO Setups Run Job in Quick Mode
EJ---.‘J; Report Forniats
J: Admin Utilities
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The Multiple Request Run Screen will appear.

4 Multiple Request Run Sc Lo

JobName  MAIL BATCH Notes | ~| (Optional)

Voter Data File | Generate | [ Test |
Instances ~ Show instance details from 1/ 7/2016 To 1 72016 O~

Instance ID Run Date WR File Name Job Name Job Type Run Type OnHold

531 1/7/2016 4:10:09 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

530 1/7/2016 24742 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

529 1/7/2016 2:42:58 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

528 1/7/2016 242:36 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

4 m 3
Instance Files

File Name File Type Cards Status

Instance ID  Run Date Attachment Name File Type Status
Print View ] l Print ] l Close ] l Remove Instance ] ’ Reset [0 Setup ] [WALKAN ~| [ RunJob

Step 3. Left-click this folder icon

Select a batch text file and click the Open button.

located to the right of the Voter Data File.

JobName  MAIL BATCH Notes | -,Homqan
Voter Data File Generate ] | Test ]
Instances ~ Show instance detailsfrom 1/ 7/2016 G~ To 1/ 7/2016 O~
Instance ID Run Date VR File Name Job Name Job Type Run Type OnHold
531 1/7/2016 4:10:09 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0
530 1/7/2016 2:47:42 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0
529 1/7/2016 2:42:58 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0
528 1/7/2016 2:42.36 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0
a5l Open X
- () ~[J « 80D » Training » St » BATCH v | 42| [ search BATCH 2| :
Organize » New folder ==
Instance Files 2 o e
File Name B Desktop *  Name Date modified Type

Instance ID R

& Downloads
: [J17.2m610 217
| Recent Places

43 Libraries
E Documents
J’ Music =
=l Pictures
i Videos

1% Computer
&, Local Disk (C)
&3 crudocs (\\10.5.2

1/7/2016 10:21 AM

- 4

File name:

Text Document

Status

QOpen

) |

) s

Cancel I

e————
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Step 4. Left click the Generate button to add the batch to the Instances window.

JobMame  MAIL BATCH Notes | - (Opional)

i
Instances  Show instance details from 1/ 7/2016 O~ To 1/ 72016 @~ Refresh 5
1

Voter Data File  P\BOD\Training\SNBATCH1_7_2016 10 217 .txt

Instance ID Run Date VR File Name Job Name Job Type Run Type OnHold

531 1/7/2016 4:10:09 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

530 1/7/2016 224742 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

523 1/7/2016 2:42:58 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

528 1/7/2016 2:42:36 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

4 [} b
Instance Files

File Name File Type Cards Status

A message displays on the screen confirming that the file was processed
successfully. Click the OK button.

Job Name  MAIL BATCH Notes | ~| (Optional)

Voter Data File  P:\BOD\Training\SN\BATCH_7_2016 10 217 txt [ Generate ] [ Test ]

Instances ~ Show instance defailsfrom 1/ 7/2016 ©-  To 1/ 712016 @~
Instance ID Run Date VR File Name Job Name Job Type Run Type CnHold
533 1/7/2016 4:41:21 PM 1_7_2016 10 2174t MAIL BATCH Multiple Request NORMAL 105
531 1/7/2016 4:10:09 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0
530 1/7/2016 2:47:42 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0
529 1/7/2016 2:42:58 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0
528 1/7/2016 2:42:36 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0
< [ — b

Status ‘ X |

Instance Files

File Name . Cards Status
@ VR file processed successfully

< (T | "

Instance I Run Date Attachment Name File Type Status

Print View | [ Print | [ Close | [ Removelnstance | [ResetiOSetup | [WALCIN «| [ RunJob
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Step 5. Select the added instance with an “OnHold” count greater than zero (see the
highlighted line item in image below). This will reveal all the segments for the
batch in the Instance Files window.

(750 Muttiple Request Run Screet ===
Job Name  MAIL BATCH Notes | ~| (Optional)

Voter Data File  P:\BOD\Training\SNBATCH\1_7_2016 10 217 txt [ Generate ] I Test ]
Instances  Show instance details from 1/ 7/2016 O~ To 1/ 720016 O~ Refresh

Instance D Run Date VR File Name Job Name Job Type Run Type OnHold
_ 1/7/2016 4:4121 PM 1.7_201610217.6¢ | MAIL BATCH Multiple Request

1/7/2016 4:10:09 PM MANUAL BALLOTS Multiple Request M... NORMAL 0

530 1/7/2016 2:47:42 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

529 1/7/2016 2:42:58 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

528 1/7/2016 2:42:36 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

4 1 | b
Instance Files

File Name File Type Cards Status =
f5_1_7_2016 10 217_grp1_seg1_Run397_201617_164128 MAIN_FILE 5 OnHold =
15_1_7_2016 10 217_arp1_seq2_Run397_201617_164128 MAIN_FILE 5 OnHold

5_1_7_2016 10 217_grp1_seg3_Run397_201617_164128 MAIN_FILE 5 OnHold

5_1_7_2016 10 217_grp1_segd_Run397_201617_164128 MAIN_FILE 5 OnHold

f5_1_7_2016 10 217_arp1_seq5_Run397_201617_164128 MAIN_FILE 5 OnHold

5_1_7_2016 10 217_grp1_segb_Run397_201617_164128 MAIN_FILE 5 OnHold o
4 m | 3
Instance 1D Run Date Attachment Name File Type Status

Print View | [ Print | | Close | [ Removelnstance | [ ResetiO Setup |  [wALKiIN ~| [ RunJob

Step 6. Select a segment with an “OnHold” status from the Instance Files window.

Click the Print View button if you want to see the ballots in PDF format.
Then click on the red "x" in the upper right corner to close that window.
Or, left click the Print button after selecting a segment, to release it.

Once all ballots are printed for that segment, the status changes from
“‘Released” to “Printed.”
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Step 7.

Job Name

Voter Data File

MAIL BATCH Notes |

PABOD\Training\SNBATCHV_7_2016 10 217 txt

Instances  Show instance details from 1/ 7/2016 [~

vl (Optional)

To 1/ 72016 0[O~

Instance ID Run Date VR File Name Job Name Job Type Run Type  OnHold

58 1/7/2016 4:41:21 PM 1.7_2016 102170t MAIL BATCH Multiple Request NORMAL 105

531 1/7/2016 4:10:09 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

530 1/7/2016 24742 FM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

529 1/7/2016 2:42:58 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

528 1/7/2016 2:42:36 PM MANUAL BALLOTS Multiple RequestM.. NORMAL 0

< I ] r
Instance Files

File Name File Type Cards Status o
(| /5_1_7_2016 10 217_orp1_seg20_Run387_201617_164128 MAIN_FILE |5 [onHold K

| f5_1_7_2016 10 217_grp1_seg21_Run397_201617_164128 MAIN_FILE 5 OnHold

f5_1_7_201610217_grp1_seg22 Run397_201617_164128 MAIN_FILE 5 OnHold

15_1_7_2016 10 217_grp1_seg23_Run397_201617_164128 MAIN_FILE 5 OnHold

15_1_7_2015 10 217_grp1_seg24_Run307_201617_164128 MAIN_FILE 5 OnHold

f5_1_7_2016 10 217_grp1_seg25_Run397_201617_164123 MAIN_FILE 5 OnHold -
< m ] b
Instance D Run Date Attachment Mame File Type Status

Print View | | Print | | Close | | Remove Instance | [ ResetlO Setup | [WALKIN ~| [ RunJob

Repeat the previous step until all segments in the Instance Files window

are printed.

Make sure the status changes from “Released” to “Printed” before printing
the next segment to maintain the sequence order.
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IV.MANUAL BALLOTS STEP-BY-STEP INSTRUCTIONS

Step 1. In Balotar — 3.0.5.1 screen: Click the “+” next to “Jobs” to reveal all of your jobs
(WALK-IN, MAIL BATCH, and MANUAL BALLOTS).

| File View Ballots Help Settings
| & jg Balotar Items |

#- i MAIL BATCH
& MANUAL BALLOTS

[}| Reports
= Components
i) @ Chents
i @ 10 Setups

@ & Report Formats
& Admin Utllities

Step 2. Right-Click on MANUAL BALLOTS for a list of all jobs that can be run under
manual ballots and select “Run Job.”

I_EE Balotar-3.0.5.
File  Wiew Ballots Help  Settings

Elh Balotar Items
-y Jobs

- gl WALK-IN
ﬂ MATL BATCH
o Run Job
..... | Reports Run Job in Test Mode
EJ? Components Yalidate Job
EEI---EL.. Chents Remove Job
H- ;L_. 10 Setups Generate Test Deck
- @ Report Formats Run Job in Quick Mode
----- .‘}—: Admin Utilities ‘ I
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NL LB ERIMANUAL BALLOTS)] Quiput Base Name Test 1 Generate
Keyfields Notes [ v] (Optional)
Pick List File
Keyfield Copies  Sequence Number Fixed Content Overprints
Index QverprintName
Delete | | Edit | [ClearAl| [ Add |
Show instance details from 1/ 7/2016 O~ To 1/ 7/2016 ~ Refresh
Instances
Run Date VR File Name Job Name Job Type Run Type  QnHold Released Printed
/712016 24742 PM MANUAL BALLO... Multiple Request Manual NORMAL 0O 0 1
1/7f2016 2:42.58 PM MANUAL BALLO Multiple Request Manual NORMAL O 0 1
1/7/2016 24236 PM MANUAL BALLO Multiple Request Manual NORMAL O 0 1
1/7/2016 21817PM  1_7_.2016102170¢ MAIL BATCH Multiple Request NORMAL 333 0 ]
o« " | r
Instance Files
File Name File Type Cards Status
Print View ] I Print l [ Close ] I Remove Instance l [ Reset 10 Setup ] [WALK—IN v] I Run Job

Step 3. Click on the Add button to run instances.

Job Name MANUAL BALLOTS Cutput Base Name  Test 1
Keyfields - Notes | »| (Optionaly [ Test
Pick List File ﬂ
Heybeald Copies Sequance Numbar Fixed Contant Overprints
Index Overprint Mame |
[ Delete | [ Edt | [Clearal! | Add |
Show instance details from 1/ 7/2016 @~ To 1/ 72016 -~ [Rel‘resh ]
nstances —————"
Run Date VR File Nama Job Name Job Type Run Type OrHold Released Printed
1/7[2016 24742 PM MANUAL BALLO..  Multiple Request Manual NORMAL O ] 1
1/7/2016 24258 PM MANUAL BALLO.. Multiple Reguest Manual NORMAL @ [} 1
1/7/2006 24236 PM MANUAL BALLO..  Multiple Recguest Manual NORMAL O o 1
172016 21%17PM  1_7_2016102170¢  MAIL BATCH Multiple Request NORMAL 333 ] 0
| in (]
Instance Files
File Mame File Typa Cards Status
|PnntView | Prnt | | Close | | Removelnstance | | ResetlOSetup | [wauki =| | RunJob
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Manual Reprint Key Field window will appear.

Manual Reprint Keyfield (S|

Key Field |
Copies

Sequence Number

Add l [ Cancel ‘ I Reset

a. Enter the ballot style you want to print in the Key Field.

Key Fields are a series of numbers that reflect the two-digit

Party Code, Assembly District (AD), and three-digit Election District (ED).
When there is a primary election, the Key Field is seven-digits.

It's the only time the two-digit Party Code is used.

Key Field Samples for a primary election:

1560002 {15 = Democratic Party, 60 = AD, 002 = ED}
4560002 {45 = Republican Party, 60 = AD, 002 = ED}
1060002 {10 = Conservative Party, 60 = AD, 002 = ED}

Key Fields for a non-primary election are five-digits. They do not
include the Party Code; first two digits in samples shown above.

Party Codes and numbers These Party Codes
i are in the borough
Democratic 15 folder on the network
Republican 45 drive
Conservative 10 )
Green 26
Working Families 60
Independence 28
Women’s Equality 262
Reform 46

b. Enter the number of copies you want to print.

c. Click on the Add button.

Note: Repeat the steps above to manually reprint as many ballots as you need.
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Step 4. A default name will show in the Output Base Name field located in the upper right
corner of the screen. Enter a different name to customize the request. Click on the
Generate button to print the ballots.

Keyflekds
Pick ListFile

| Keytetd
| 261008

Job Name MANUAL BALLOTS

Copees
2

~| (Optional) | Test

Onitput Base Mame  Ener a name

Nofes |

e

Sequence Mumber

[ Delete |

Edit |

| Ciearaul |

| Add |

Ficgd Content Overptints

Index

Crverprint Name

Show instance details from 1/ 72016 @~ To 1 72016 ~ Refresh

Inslances o

Fun Dats WH File Mame Job Mame Job Type RunType OnHold Relessed Printed
172016 24742 PM MANLIAL BALLO.  Muliple Reguest Manual NORMAL O ] 1
1/7(2016 24258 PM MANLIAL BALLO. Multiple Reguest Manual NORMAL O o 1
172006 2:42:36 PM MANUAL BALLO. Muliiple Reguast Manual NORMAL 0 o 1
VTRME21FTTPM 1_7_2016 1021704 MAIL BATCH Multiple Reguest NORMAL 333 ] 0

. m., | 1
nstance Files

File Name File Type Cards Status
|Printview | [ Print || Close | | Removeinstance | | ResetlO Setup | [waLkm

Step 5. A message displays on the screen confirming the request was processed

successfully.

Job Hame MANUAL BALLOTS

KeySelds
Plick List Fiba

| Generte |

=| (COptional) | Test

Cutput Base Mame Enter a name

=

Motes |

Keyfield
261008

Copwes Saquence Number

2

Fixad Contant Overprints

| Index Dweprint Mame

Dedete |

[ Edit |

| Clear Al

LoAdd |

Insiances
Run Diste
172016 49005 PM
201624742 PM
1772016 24258 FM
12006 24236 PM
YTNEZ1HITPM
Inciance Files

File Mame

Show instan | -

WH File Mame

1_7 2016 10217 6d

Status

“m;

Releassd

§

J o Manial request processed succeiafully

EEERE

Cands

Fil# Type

Print View |

Print | |

Close

| Removeinstance | | ReseliD Setup | [WaLkN = [ Rundeb |
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Step 6. Click on the “OK” button.

Step 7. Select a line item from the Instances window.

Step 8. Select a segment from the Instance Files window.

Click the “Print View” button if you want to see the ballots in PDF format.

Then click on the red “x” in the upper right corner to close that window.
Or, click the “Print” button after selecting a segment, to release it.

Once all ballots are printed for that segment, the status changes from
“‘Released” to “Printed.”
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Forms

CBST (DS850) BOD BALLOT SCAN TEST FORM

Election:
Borough:
Test Date | Ballot Style # of Balotar 1D Scanning Results
Ballots {in-house printing only) (Pass/Fail}
Comments:
Democrat Republican:
TPrint Hame | TPnint Hame)
Towgnamre] Toignanme)
—  (U== MonOawvear) [IECS FWTEar
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BALLOT ON DEMAND
Balotar Printer Maintenance Log

Date

Time

Balotar ID

Person
Recording
Description Entry

Comment
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Timing marks (the black squares around the ballot) on the front page should line up with the
A EEEEEEEE NSNS N EEEEEEEEEEER

timing marks on the back page. Hold the ballot up to the light to see if they line up.

TROUBLESHOOTING SOLUTIONS

Sample of Acceptable Ballot

£2 g L
2z ]
g2 | n
2o _ 'm
ERS
g g = Lm -
2 L 3 |2 u
= g o0 =Z5 H ]
2 g =8 =
£ & g u
2 (= — g
£ 2| ez u
g E| BE |s
o s |0 =8 2 L]
m |
I
= | |
z e EM
5 g
m, 2 |0 MM | |
5 H | ]
2 2 =z
Z |z ] =
2|z g =2 u
B |t 5|9 B8 u
£ |& .
g |2 = 1 u
R - E
s |88 £ F=3 | |
= |88 s ==
£ |52 s| &0 EB .
£2/58 £ . n
2E|28 3| = T
822 3/ 8| &2 u
EE|EssE E | 23 .
de|=E2E] 8 o |
ﬂ [MMW = = B |ﬁ -
25|38 SaEE 8 n
BE|2:2% HEE N3
53| FREs 28 BRE 2 B n
L e e B B e e —p————_|

Ballot should be in duplex format (information printed on both sides).

Ink should be even throughout the entire ballot.

The paper quality should be consistent.



Fixing a Paper Jam

If the Balotar printer detects a paper jam, the printing process is canceled immediately.

e To determine the location of the printer jam, check the LCD screen.
e Press the “Help” button located on the right of the screen.
e Follow the instructions shown on the LCD screen.

SHUT DowN O
/RESTART

O ATTENTION

[ -

Error Code Displayed on LCD Error State

400 401 Paper Size Error After the Entrance Cassette Sensor turns ON, it won't
turn OFF for a certain period of time. It detects several
different types of paper sizes.

372 Mis-feeding in Double-Side | Failure to feed paper from the Double-Side Print

Print Conveyance Assy Conveyance Assy.
390 MT mis-feed. Paper feed from the MT failed. (If, after Hopping, the
Entrance MT Sensor does not turn ON within a certain
period of time)
391 Cassette 1, 2, 3, 4 or 5 mid- | Paper supply failed from Cassette 1,2, 3,4 and 5.
392 feed. (If, after Hopping, the Entrance Cassette Sensor does
393 not turn ON within a certain period of time)
394
395
370 Paper Jam when printing on | The double-side printer rear sensaor does not turn
the other side with Double- | ON when printing the other side with the double-side
Side Print. printer unit.

383 Paper jam at the entrance | The double-side printer IN sensor does not turn ON
of the Double-Side Printer | when supplying paper to the double-side printer unit.
Unit.

371 Paper jJam at the input of The double-side printer front sensor does not turn ON
the Double-Side Printer while the double-side printer unit is operating.
Unit.

382 Paper discharge jam. The paper discharge sensor senses the tip of the
paper but does not sense the end of the paper
after that within a certain period of time. The paper
discharge sensor turns ON, but does not turn OFF
after that.

381 Paper conveyance jam The paper is conveyed on the belt, however, the paper
discharge sensor does not turn ON.

380 Paper output jam. After hopping is completed, the paper does not reach
the entrance belt sensor or the MT sensor.

490 MT out of paper. If printing is started when the MT is out of paper.

491 Cassette 1,2, 3, 4 or5 out |Cassette 1,2, 3, 4 or 5 out of paper

492 of paper

493

494

495
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Change Toner cartridge

Step 1. LCD screen will show when the toner cartridges are low.

Step 2. Open the Cover Panel to see the C, M, Y and K toner cartridges.

Step 3. Turn the blue lever to the left to unlock the toner cartridge that needs to be replaced.
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Step 4. Remove the old cartridge.
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