ELECTION DAY JBC AND DAU eSlate
PREPERATION WORKFLOW AND CHECKLIST

Precinct ___________________________
□ Record/Verify Precinct Name, Polling Place ID # and Hart serial #s on gray envelope
□ Place JBC on table and set-up an eSlate (extend legs & verify all parts are in working order)

□ Attach the gray cable to back of the JBC and power cord to JBC

□ Inspect eSlate booth rear port for bent/broken pins (if bent/broken contact supervisor)

□ Attach the gray (booth) cable from the JBC to the back of eSlate booth

□ Place TEST MODE election MBB Card into JBC
□ Power on JBC and reset JBC and eSlate

□ The following steps in Servo must be performed exactly to prevent the eSlate from locking-up: 

1. Select Admin Tools, device reset

2. Connect the connecting cable to the JBC

3. Select JBC/eSlate, OK

4. Confirm the eSlate and JBC have been reset
5. Watch for Servo to display “waiting for next device” & JBC/eSlate to display “device reset”.
6. **WAIT 20 SECONDS** AFTER SEEING ABOVE MESSAGE
7. Close out of Admin Tools

□ Power off JBC/eSlate
□ Take two battery packs for the JBC and test batteries

· Battery level should be 10.69 or greater (if under, write BAD on label)
· Fill-out and attach battery level label or write over old label, if room.

· Insert battery packs and connect batteries
□ Remove the eSlate from the booth. DO NOT LAY THE eSlate ON THE VBO SLIDER PLATE.

□ Take eSlate battery pack (1) and test.  

· The battery level should be 10.69 or greater, (if under, write BAD on label).
· Fill-out and attach battery level label or write over old label, if room.
· Insert battery pack and connect battery.

□ Verify precinct on audio card matches precinct tag on eSlate handle and precinct name on JBC.

□ Install the Audio Card [verify card matches precinct on JBC/eSlate] (card should snap in)

□ Plug in the headphone jack

□ Reseat the eSlate in the booth. Make sure the eSlate sits on the posts and slides down firmly
□ Carefully remove the VBO from the eSlate Unit by disconnecting the power and data cables from                       back of the VBO       
□ Remove the compartment cover from the VBO

□ Insert 6 batteries (AA) into battery pack and test VBO battery pack, 
· Battery level should be 9 or greater, if not, replace batteries.
· Record battery level NEW & date_________.

· Reconnect battery pack.

□ Measure the paper roll with ruler:
· Make sure the roll is tightly wrapped

· Measure the feeder paper roll from the existing paper to the outside of the white plastic roller cap

· If the measurement is equal to, or greater than ONE CM, the feeder roll must be replaced
□ Write “L & A”, current date and your initials on paper roll
□ Attach the VBO cover

□ Attach the VBO connectors (power and data cables) and install cartridge

□ Verify “For VBO Only” label appears on the VBO power brick.

□ Plug in the small power cord from VBO power brick to the printer connection above VBO
□ Plug in the VBO power brick

□ Power on the JBC

□ VERIFY DATE & TIME ON JBC POWER UP REPORT

□ **REMINDER : DAYLIGHT SAVINGS WILL CAUSE JBC TO BE OFF 1 HOUR**
□ Enter PASSWORD in JBC and press ACCEPT
□ Enter POLLING PLACE  ID # (use PPID list) and press ACCEPT
□ Confirm Polling Place location using PPID list and info from JBC screen
□ Assign booth, Press ENTER button on the eSlate : “01” should be highlighted in yellow
□ Go to JBC and press DONE, then NEXT, and then select PRINT ZERO REPORT {if precinct is 
      located in a multiple, the other precincts will also appear on the zero report}
□ Open Polls so the eSlates are at the Access Code screen.
□ Add voter on JBC, get access code and press print.
□ Vote, using the hard copy test deck of ballots, test all keys and wheel to ensure eSlate and VBO
      printers are functioning properly.
                                
□ Check the audio by listening thru the headphones while you vote.

□ Verify votes by comparing electronic summary page on eSlate to printed ballot on VBO.


Note:  Voted test ballot remains on VBO paper roll to verify test was completed.

□ Repeat steps of adding voter/vote/verify (minimum of 3 test ballots)
□ If in a multiple precinct location, must “test” each precinct (see supervisor for details)

□ Press the Close Polls button on JBC
□ Confirm you are closing polls by pressing CONTINUE
□ Enter Password – press ACCEPT – PRINT TALLY {all precincts in that location will appear
      on the tally}
□ Compare vote totals to the pre-determined totals report. If vote totals do not match take the eSlate and JBC out of service and notify a supervisor immediately.

□ Remove TEST MODE MBB Card from JBC
□ The following steps in Servo must be performed exactly to prevent the eSlate from locking-up: 

1. Select Admin Tools, device reset

2. Connect the connecting cable to the JBC

3. Select JBC/eSlate, OK

4. Confirm the eSlate, JBC and MBB have been reset
5. Watch for Servo to display “waiting for next device” & JBC/eSlate to display “device reset”.
6. **WAIT 20 SECONDS** AFTER SEEING ABOVE MESSAGE
7. Close out of Admin Tools

8. Disconnect the connecting cable from the JBC

□ Power down JBC/eSlate/VBO
□ Disconnect JBC cable (gray) from the booth

□ Remove VBO by disconnecting the power and data cables
□ Remove compartment cover to VBO

□  Write “End L & A”, current date and your initials on paper roll
□ Advance paper till printout is not visible
□ Attach compartment cover to VBO
□ Record/Verify Blue Seal # on corresponding envelope 
□ Apply Blue Seal to VBO (numbers facing up)
□ Attach VBO connectors (power and data cables) and install cartridge

□ Place headphone behind privacy screen

□ Disconnect VBO power cord from brick
□ Pack up VBO brick and power cord, making sure all cords are neatly tucked in and the door snaps closed
□ Make sure TEST MODE MBB Card has been removed from JBC
□ Clean eSlate screen with static wipe

□ Verify VBO seal has been attached and recorded
□ Verify the precinct name on the Election Mode MBB CARD matches the precinct card in the JBC window and the next lead precinct on your list

□ Write the MBB ID# on line provided _________________
□ Write the MBB ID# on gray envelope
□ Make sure Gray cable has been disconnected from eSlate/Make sure VBO is not plugged in

□ Insert  Election Mode MBB CARD in JBC

□ Power on JBC

□ Attach battery key to JBC

□ VERIFY THE CORRECT DATE AND TIME ON THE POWER-UP REPORT FROM THE JBC
□ **REMINDER : DAYLIGHT SAVINGS WILL CAUSE JBC TO BE OFF 1 HOUR**
□ Enter PASSWORD in JBC and press ACCEPT
□ Enter POLLING PLACE ID # from list (using PPID list)  and press ACCEPT
□ Confirm Polling Place Location using PPID list and info from JBC screen
□ Assign booth message will appear, press DONE, then NEXT
□ Print Zero Report  
□ STOP! DO NOT OPEN POLLS.

□ Verify that the precincts reported on the zero report match the precincts listed on your polling place ID list and the label you attached to the JBC

□ Power down (disconnect the AC cable & battery key)

□ Reconnect only the battery key and press the keyboard combination “H-C-V” to turn off battery power.
□ Check the paper roll and replace if necessary.  Don’t forget to push the gray lever down!
□ Record/Verify Blue Seal # for JBC on gray envelope
□ Place Blue Seal on MBB door on JBC (numbers facing up)
□ Complete envelope

□ Place zero report in envelope

□ Cross-off polling place from list
□ Clean JBC with static wipes
□ Apply port blocker to open printer port on back of JBC
□ Tape “Election Morning” notice on JBC
□ Tape “eSlate” notice to eSlate screen

□ Close-up eSlate booth & attach security seal (Zip Tie Seal) and record/verify # on envelope
□ Leave cables attached and place JBC in box

□ Place “Open & Close Polls” instructions on top of JBC in box
□ Take down eSlate booth

_________________________
__________

_________________________
__________


Election Official


Date


Election Official


Date
SUPPLY LIST
· Preparation worksheets
· Labeled envelopes to hold checklist

· Polling Place ID list with address

· JBC Paper rolls

· Tamper evident seals [may be in gray envelope]
· Battery Packs

· Open/Close Polls Step By Step Instructions

· JBC STOP instruction sheet
· Audio Cards

· Precinct List
· Trays for completed worksheets
· VBO power brick labels

· VBO paper rolls

· VBO seals [may be in gray envelope]
· eSlate seals [may be in gray envelope]
· Pens

· Power strips

· Scissors

· Battery labels
· Static wipes

· Rulers
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