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Chapter 1

Getting Started

Introduction

What is BOSS?

Ballot Origination Software System (BOSS) is a software application that creates electronic ballot styles
based on jurisdictional and election-specific information. When BOSS generates electronic ballot styles,
they are stored in a single data file that contains all information necessary to conduct the election at any
polling place. Once the ballot is generated, the BOSS database is locked and no further changes can be
made to the election data. This preserves the integrity of the data file.

After ballot generation, BOSS writes the election data file to PC card memory devices called Mobile
Ballot Boxes (MBBs), which are transported to various polling places throughout the jurisdiction. MBBs
can be used in any polling place because each MBB contains the same election data file.

MBBs are used to configure the Hart polling place components, which include the eScan paper ballot
scanner, Judge’s Booth Controller (JBC) and eSlate voting units. In addition to supplying data required to
display ballots, MBBs also store Cast Vote Records (CVRs) from each completed ballot. MBBs are also
used to configure Ballot Now for paper ballot printing and processing.

The BOSS election database is also used to initialize a tabulation database in the Tally software
application. Tally reads and tabulates CVRs from polling place MBBs and/or Ballot Now MBBSs, so you
can report election results.

This Document

This Document is a training manual designed to guide operator training, and it is meant for use in
conjunction with the BOSS Operations Manual. This training manual is intended for both initial training
with Hart InterCivic training specialists and as a reference to supplement the operations manual once
training is complete.

O All steps that refer to a window, field, button, menu, or menu item on the display have the reference
in bold (e.g., Save, Close, OK), unless referring to a table or list.

All steps that refer to a key on the keyboard have the key underlined (e.qg., Ctrl, Shift, Enter).

The word “click” refers to a left click with the mouse unless otherwise stated.

All report titles are referred to in quotation marks, (e.g., “Ballot Content Proof”), unless referring to a
table or list.

OO0

Il Refers to a cross-reference for more information regarding the topic.
Refers to a suggestion.

Refers to an advanced user tip.
& Refers to a warning or caution.

® Refers to steps that are unique to creating a primary election. These steps vary from
those for creating a general or special election.

© Hart InterCivic, Inc. Chapter 1 Getting Started Page 1
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BOSS Operator Course Objectives

In the course associated with this document, you will:

Manually input data to create an election database in BOSS
Create an election database via importing data into BOSS
Use TRANS to record audio for DAU eSlate use

Proofread reports and ballot previews

Create ballot media

Practice secure database management

Finalize a BOSS database for Tally

coooopoo

Page 2 Chapter 1 Getting Started
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Hart Voting System Data Flowchart

Ballot Styles

Ballot Creation

In-Person
Ballot Voting and
Printing Precinct
and Central Scanning
Scanning

= Cast Vote Records
Cast Vote Records

i * ---------------- eSS
Tabulation Remote

m and Data RALLY
Reporting Park Trmshr Setivare ysbem

Transfer

OR
(B.) To Tally
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-

Data Verification Data Backup

Equipment
and Data
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Hart Voting System Security Features

SECURITY FEATURES
= Critical data is encrypted
= An eCM is required for crucial functions
= Two-factor authentication is required
1. Something you have - an eCM

.,ggl m sCAN 2. Something you know - the PIN
= A matching signing key is required

E % = Secure Sockets Layer (SSL) certificates are applied whenever
el eyl semvo commun_lcatlons betwee_n appluf.:at:ons occurs
m— = User actions are logged in persistent audit trails

THE " 1]
HART VOTING SYSTEM = Passwords are never stored "in the clear’
Accurate, Scatuble, Trusted: = There are no covert channels of access

S

<

= eCM required to accept

= eCM required to
generated ballot

read first MBB per session

=  Signing key written to

=  SSL certificate required to
MBB

communicate with Rally

= eCM required to read or

close MBB = eCM required to

read first MBB per session

=  SSL certificate required
for client-server
communication

=  SSL certificate required to
communicate with Tally

=  Signing key
from JBC
and eScan
must match
MBB eCM required to:
=  Transfer signing key to
=  Start-up, each JBC and eScan
Open Polls, = Create Event
Clzs::o_lls, = Create Recount MBB
an min = Create Recovery MBB
QSCAN passwords v
' required

Page 4 Chapter 1 Getting Started © Hart InterCivic, Inc.
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BOSS Windows

HART

intercivic

BOSS [Ballot Origination Software System] creates an Election database
and ballot formats for the Hart Election Management Spstem

BOSS 4.3 - Release 4.3.13

Copyright 1933-2006 Hart InterCivic, Inc.
Al rights reserved.

About BOSS

About BOSS window
showing the application
version information

If the Release number

does not match your

state-certified version,
contact Hart InterCivic
immediately.

« If the words “Not
Certified” display,
contact Hart InterCivic
immediately.

i‘ Open Database
Open Database window showing BOSS

~Select a Database to Dpen

D atabaze Description

Datahase Filepath

Datahase Status

Olympic DB 1 General 12.22.04 [12-23-04 5:22 pm|

C:ABOSSAD atabaseh041 22317 2154B055DATA DB

Finalized

Dlyropic DB 1 Special 12.22 04 [12-23-04 524 pm)

C:ABOSSAD atabaseh041 22317 23014B055DATA DB

Ballot Generated

Olympic: DB 1 Closed Primary 12.22.04 (12-2304 52 |CABOS5D atabase\041223-17240/B0SSDATA DB Finalized
Olympic DB 1 Madified Closed Primary 12.22.04 (12-  |C:\BO554D atabase\041223-1725194B0S5DATA DB Finalized
TRAINING 1 General 12.30.04 c\bosshdatabaset041230-0301 414BossData.db Open

Open

Add D atabase Delete Database

Airchive Database Restore Database I / Cancel I

database list
» Database Description
 Database Filepath
» Database Status

L — Available Actions

File Election Reports Administration  Help

h Ballot Drigination Software System - Olympic DB 1 General Election 11-11-08

=10l x|

Ballot Origination
Software System
window with title bar

Jurisdiction | Frecincts I Districts | Contests Palling Places Fiotation
i~ Election Data
* Election Title: [Dlyrmpic Names E lection
* Election Type |Gereral Election =1 Ballot Header. |0
* Election D ate: 11/11/2003 E
i~ Election Rule:
Jurigdiction Diganization
* State Code: T *

" Precinct/Contest

& Precinct/District/Contest
£ Both

i Ballot Data
= Jurigdiction Title: |Sample County
Include Incumbent Indicators: il
Wwiite-ln Label: Jwiite-in
Precinct Label |F‘renir\ct
Party Mai Select L: Ballot | ion Texts eSlate Options eScan Optlions Save I Close I

showing Database
Description of selected
database

= Active window and tab

© Hart InterCivic, Inc.
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BOSS Menus

These menus are available in the BOSS menu bar. A brief explanation of each
menu item follows:

File Menu

« Navigate to Open
Database window

« Exit BOSS

« Identifies window
currently open

Election Menu

Navigate to

¢ Jurisdiction window

* Active Contests
window

* Ballot Formats
window

* Write Ballot Media
window

e Import/Export window

Reports Menu

« Open variety of BOSS
reports

« Arrow indicates that
other detailed reports
are available

Administration Menu

* Access Non-Election
Tasks (Change
Password and Users
Maintenance)

« Finalize Election for
Tally

Help Menu

¢ Access information
about the BOSS
application version

k| Ballot Origination Software Systen

File Election Reports Administration
Cpen Database. ..

Exit:

v 1 Jurisdiction

h| Ballot Origination Software Systen

File | Election Reports  Administration

Jurisdiction

Ackive Caontests
Ballat Formats
Write Ballok Media
ImportfExport

h|Ballot Origination Software System - Olympic DB 1 General 12.22.04
File Election | Reporks  Administration  Help

_ Active Contesks
Audit Trail
Ballok Content Proof

Ballok Style Reports Ballot Styles by Precinct
Conkest Lisk Ballot Styles by Districk

Districtk Repoarts Precinct Assignments

Media Production List Precinct Mot Assigned

Palling Place List Eatly VYoting Detail

Precinck Lisk Election Day Yoking  » Summary

Security Audit | Detail
Sumrmnary

k| Ballot Origination Software System - Olympic DH

File Election Reports | administration Help

Change Passward, .,
Users Maintenance. .

Firalize Election far Tall

k| Ballot Origination Software System - Dlympic

File Election Reports  Administration | Help

[ ... |

Page 6 Chapter 1 Getting Started
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Maximum Number of Characters for Fields in BOSS

The following table lists the maximum number of characters allowed in BOSS window data entry fields
(organized alphabetically by window, then field).

Window Name Field Name C'Vr|1aa);;rztuer?s
Active Contests Ballot Instruction Title Text 1,000
Candidate Name 100
Wording for Proposition Choice 30
Custom Ballot Text 1,000
Ballot Instructions eSlate Instruction Text 2,000
eSlate Audio Prompt 2,000
Ballot Now Instruction Text 2,000
Change Password New Password Minimum: 6
Maximum: 12
Contest Details Contest Title 100
Contest Description 1,000
Number of Valid Choices 2 digits
Number of Write-Ins 2 digits, not to
exceed
number of

valid choices

Create Database

New Database Description

50

Details for Candidate Candidate Details 50 per row
eScan Options eScan Passwords 6 numbers
eSlate Options eSlate Passwords 6 numbers
and/or
UPPERCASE
letters
Instruction Text Instruction Text 500
Jurisdiction - Contests tab Contest Title 100
Contest Description 1,000
Jurisdiction - Districts tab District Name 1,000
Jurisdiction - Jurisdiction tab Election Title 100
Ballot Header 100
Jurisdiction Title 50
Write-in Label 40
Precinct Label 32
Jurisdiction - Polling Places tab Polling Place Name 60
Polling Place Description 60
Jurisdiction - Precinct-Level Contests tab | Contest Title 100
Contest Description 1,000

© Hart InterCivic, Inc.
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Window Name Field Name Maximum
Characters
Jurisdiction - Precincts tab Precinct Name 15 (precinct
and split
combined)
Split Name 15 (precinct
and split
combined)
Enter Registered Voter Totals by Party | 7 digits
New User New User ID Minimum: 6
Maximum: 12
Password Minimum: 6
Maximum: 12
Party Maintenance Code 3
Party Name 50
Primary Ballot Header 100
Proposition Text Proposition Text 5,000

Page 8 Chapter 1 Getting Started © Hart InterCivic, Inc.
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Database Management

BOSS Database Management

BOSS database management includes naming the database with a convention that is user friendly;
keeping track of the database status; proofreading and using BOSS reports; testing; noting the database
file path for CD backup; and deleting and restoring databases. The BOSS Open Database window
displays the Database Description, Database Filepath, and Database Status. The BOSS title bar
displays the Database Description after you have selected an available database.

Database Naming Conventions (Database Description)

Use a consistent naming convention. There is a limit of 50 characters in the New Database Description
field in BOSS. Suggested convention:

Description of the Database Sequence Number Election Type and Date
TRAINING 1 Special 5.03.06
ELECTION 2 Special 5.03.06

Description of the Database

Describe the function of this database. Databases may be set up for training purposes, voter education
and outreach events, or live elections. The “Description of the Database” wording may be entered in ALL
CAPS to help with database identification.

Sequence Number

Election databases are live databases that are used for ballot generating, proofing from ballots, writing
media, performing logic and accuracy testing, and running live elections. The sequence number
indicates the iteration of the database from the original database and how many times errors were
detected and the database copied forward and corrected.

For example, you created a database called “ELECTION 1 Special 5.03.03.” The “ELECTION 1 Special
5.03.06” database had errors, so you copy it forward to make corrections. “ELECTION 2 Special
5.03.06” is the second iteration of the database. Delete the original database. Only one working
ELECTION database should exist at a time.

Election Type and Date

Include the election type and the date of the official Election Day; for example, “General 11.08.05.”

© Hart InterCivic, Inc. Chapter 1 Getting Started Page 9
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Database Status

Status

Availability

Open

In this state, users with the correct security permissions can enter and
edit ballot data.

Ballot Generated

In this state, the ballot has been generated and further changes to the
database cannot be made. New data cannot be entered, and existing
data cannot be edited. Users with the correct security permissions can
write MBB and audio cards.

Finalized

In this state, the election has been locked and is available for Tally
processing. Changes to the database cannot be made. Media cards
cannot be written.

Proofreading

Proofreading includes checking BOSS reports for errors in spelling and assignments as well as checking
ballot proofs for errors. English content can be proofed from reports. After generating ballot previews,
other languages can be proofed from the ballot preview printouts.

Proofreading the Reports

Report Availability Proofreading Function
Active Contests Options List | All db statuses Check all election data for spelling
and correct candidate/option
assignments to contests
Contest List with Details All db statuses Check contest-precinct assignments
Assigned Precinct (District All db statuses Check precinct-district assignments
Report)
Ballot Content Proof Available after ballot is Check ballot content per style,
generated including precincts assigned and
contests, but not including contest
options
Ballot Style List by Precinct Available after ballot is Check precinct assignments to ballot
generated styles
Ballot Style List by District Available after ballot is Check district AND precinct
generated assignments to ballot styles

Testing

Logic and Accuracy testing (L&A, or LAT) is testing of the accuracy of the tabulation system compared to

the input on the voting device.

Logic and accuracy testing should take place before going live with an

election, including Early and Absentee voting. Follow federal, state, and local guidelines for logic and
accuracy testing. Refer to the Tally and Support Procedures documents for more information on logic
and accuracy testing and functionality testing (testing of the hardware functionality). Logic and accuracy
testing is done from the BOSS ELECTION database that will be used for the live election and the Tally

TEST database.

Page 10 Chapter 1 Getting Started © Hart InterCivic, Inc.
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Database File Path

The database file path records the directory for the

g & C:\Boss\Database =10] x|
BossData.db database file. All BOSS databases e Edt Vew Favoies Tods  Hel [+ |
- - - - . D
mclud(_a this file name in a unique folder. Each Back - = - (1] | @eeach Dyrades B| 05 5 X 0 | -
folder is named with the Year, Month, Day — Hour, Address [ CossiDatabase B
Minute, Second (24-hour clock) that the database Hame_* | e [ [ Modfied |
was created. For example, database folder 5'1'1'?'1"“51 L o For Ef;aﬂjgg;fsﬁ;ampm
@ ” 0550303, C ne H
050107-095451" was created on January 7, 2005 BOSSDP.TF'..EB 84,608 KB DB Fils 12/23/2004 5:03 PM
at 95451 a.m. The f||e path to each folder is also bossdata.log 1,083 KB Text Document 121232004 503 PM
. . . BOSSSECURITY.cfg 1KE CFG File 12}23/2004 5:03 PM
in BOSS in the Open Database window. Each [ BOSSSECURITY.DE 9,632 K8 DB File 1/15/2005 3:37 PM
numbered BOSS folder includes BOSSData.db, biosssecurity log 1,083 KB Text Document 1/18/2005 3:37 FM
BossData.cfg, and BossData.log files. [t object(s) selected | S My Computer /

Backing Up a BOSS Database

Back up by navigating to the BOSS database folder and copying the entire numbered folder to CD, or by
clicking Archive Database in the Open Database window. The archive function saves only the original
BOSS database (BossData.db) and database configuration (BossData.cfg) files to a new location, not
the entire numbered folder.

Back up the numbered BOSS database folder (or click Archive Database in BOSS), and export all data:
* Immediately before exporting text for translation
» After importing translated text and audio
» After completing all proofreading and before generating the ballot
» After generating the ballot and writing media, but before finalizing the database
» After finalizing the database

|_See: |
“Appendix D: Backing Up Election Databases” on page 113.

Deleting a BOSS Database

Delete BOSS databases that were used for practice or testing purposes. Delete databases that
contained errors, after copying these databases forward to correct errors. Once an election is completed,
and after an appropriate (federally or locally mandated) waiting period has passed, election databases
may be deleted in order to save hard drive space on the PC.

To delete a BOSS database, take note of the database file path in the Open Database window, and then
click the Delete Database button to delete the database from the window. Next, exit BOSS, navigate to
the numbered folder indicated in the database file path, and delete the numbered database folder.

Restoring a BOSS Database

A backed-up or archived BOSS database, with configuration file, can be restored into the BOSS
database directory structure. This function is useful for bringing in a BOSS database created on a
separate BOSS PC or for bringing in a backed-up BOSS database for use as a template for an election
similar to a past election. This functionality can also provide emergency backup to a previous state of the
database if the BOSS database is archived before generating and before finalizing, for example.

When the database is restored:

U BOSS creates a new database folder named with current date and time for the restored database.

O The restored database appears in the Open Database window’s list of available databases.

O The restored database exists in the state it was in when archived (e.g., a finalized database will
remain finalized).

© Hart InterCivic, Inc. Chapter 1 Getting Started Page 11
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Establishing BOSS User Permissions

First L

ogin After Installation of BOSS

The following steps must be completed at the first startup of BOSS after installation. If this has already
been completed during installation and testing by Hart InterCivic, you should create local users and
permissions and delete those users added during installation and testing.

1. Start BOSS from either the desktop shortcut or the

2.

4.

Start button on the Windows taskbar.
In the User ID field enter a User ID for an

administrator who will have ALL authority in BOSS.

Field limit is 6-12 letters or numbers, case
sensitive.

In the Password and Confirm Password fields,
enter the password for the Administrative User.

Field limit is 6-12 letters or numbers, case
sensitive.
Click the OK button.

Creating Additional Users

1.

wn

BOSS

Go to the Administration menu and click Non-

Election Tasks.
Click Yes to log off the current database.

Go to the Administration menu and click Users

Maintenance.

Click the Add User button and enter a new User ID

and Password.

Select the appropriate permission setting and click

OK.
pewuser

Enter New User ID_P. d and Auth

BossUserl2

Mew User ID

Password

Confim Password

BAuitharity,

User Permissions

Because this is the firsttime that BOSS is being launched, a new
ADMINISTRATIVE User ID and Password must be defined.
Adrnsiaiios {sar
User il |
Passnord |
Confirm Passnort |
oK I Lancel

— Userdhuthority List

Uszer ID

Authorit

M el zent,

4

LUPDATE
LIFDATE
ALL

4

W

Add Uszer

Delete User I oK I

LCancel

BOSS Function UPDATE | VIEW ALL
Create Databases No No Yes
Change Current User Password Yes Yes Yes
Delete Databases No No Yes
Modify Databases Yes No Yes
Users Maintenance No No Yes
View and Print Election Reports Yes Yes Yes
View and Print Security Audit No No Yes
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Establishing Election Types and Organization Within BOSS

In BOSS, each ballot style is automatically created in the background as precincts and split precincts are
assigned to districts, and then districts are assigned to contests. More ballot styles are created if ballot
rotation is used. During a primary election, ballot styles may also be associated with each party and/or
with cross-party voting in a modified closed primary. The number of ballot styles in an election is
determined by the number of unique contest combinations available to voters.

Once you generate the ballot in BOSS, you can view the ballot styles and their associated precincts in
the Ballot Generation/Preview window unless ballot rotation is used. You can also view the “Ballot
Content Proof”, “Ballot Style by District”, and “Ballot Style by Precinct” reports after generating.

It is important to plan the organization of ballots in BOSS so that the content is correct, tabulation
reporting is accurate, and the ballot layout is user-friendly.

General Information

A Split Precinct (“Split”) is the smallest political division in BOSS.

A Precinct is a grouping, usually associated with a geographic area, in a jurisdiction.

A District is a combination of precincts and/or splits.

There is no functional difference between an election identified as “Special” and one identified as
“General” in BOSS.

When you select a state in the State Code field of the Jurisdiction tab, BOSS defines state-specific
requirements such as the handling of candidate cross-filing.

| See: |
“Appendix A: State-Specific Behavior” in the BOSS Operations Manual for the election
requirements of each state.

O 000D

Party Maintenance

O Itis not necessary to associate a party name with a party code, unless that party is a straight party
contest option.

O In ageneral election, although registered voters are entered into BOSS by party, voter turnout results
are calculated against the total number of voters (i.e., aggregate) in a split or precinct.

Party Maintenance

— Enter Party Data

* Code Farty N‘ﬂe
NP
BLU Blue
RED Red
YEL =

| ORN ____[I[E H

EE

Add Delete | Add Image | 0K | cancel |

Party Maintenance Window for a General Election
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— Enter Party Data
* Code Farty N‘Eﬂe Primarg Ballot Header |
NP Official Ballot
BLU Blue Ballot
RED Fed Ballat
YEL “r'ellow Ballot
COrange B allot -
il
[
Add Delete | Add Image | 0K | cancel |

Party Maintenance Window for a Closed Primary Election

Party Code: The party code only helps you organize the election and does not appear on the ballot.
Party Name: The party name appears on eSlate and Ballot Now ballots below the candidate’s name.
Primary Ballot Header: This text appears on the first line of a primary ballot.

The “NP” party in BOSS is a default party code that cannot be deleted.

* The “NP” party in BOSS is always associated with a nonpartisan group of voters (party).

* In a nonpartisan election, all candidates are assigned to the “NP” party code, but no party name
is assigned to that code, so only the candidate names appear on the ballot.

* You can overwrite the “NP” party code by highlighting the party code and typing in another
nonpartisan-associated code. Hart InterCivic recommends that you leave the “NP” party code in
your database even if you are not using it to avoid complications when setting up a Modified
Closed Primary Election.

* In a partisan General Election, you can ignore (recommended) or overwrite the “NP” party code,
but you cannot delete it.

* In a General Election with both partisan and nonpartisan contests, the “NP” party should be
associated with nonpartisan candidates. Assigning a nhonpartisan party name in association with
the code is optional.

oooo

Primary Elections

In primary elections, use the Contest Description field in the Jurisdiction window to enter party
information per contest, as contest names may be the same for each party. This is an organizational tool
that will not appear on the ballot. Also, assign the Primary Party Affiliation field correctly in the Contest
Details window. This is an organizational tool that will determine party associations, but will not appear
on the ballot.

Closed Primaries

There are two types of closed primary elections that can be organized in BOSS:

O A closed primary where each JBC is assigned to a specific party and only those ballot styles will be
available. Polling places may be shared, but each JBC will be party-specific.

O A closed primary where all parties share the JBCs, and the poll worker must choose the voter’s party.
After choosing the voter’s precinct on the JBC, if applicable, the poll worker chooses the voter’s party
affiliation. Parties will be listed in the same order as presented in the BOSS Party Maintenance
window.

Page 14 Chapter 1 Getting Started © Hart InterCivic, Inc.
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Modified Closed Primary

In a modified closed primary, parties can choose to let a non-party-affiliated population vote on party-
specific contests as long as the “NP” code is associated with the nonpartisan population. For example,
the nonpartisan population called “Decline to State” must be associated with the “NP” code in the Party
Maintenance window. All parties share the JBCs, and the poll worker must choose the voter’s party.

After choosing the voter’s precinct on the JBC, if applicable, the poll worker chooses the voter’s party
affiliation. Parties and nonpartisan combinations will be listed in the same order as presented in the
BOSS Party Maintenance window. This is also the case if the “NP”-code-associated-party has been
moved; however, the first nonpartisan combination will appear in position “N”, where “N” = the total
number of political parties defined in the Party Maintenance window.

In modified closed primary elections, click the Include in Non-Partisan Ballots checkbox in the
Contest Details window to make partisan contests available to nonpartisan voters.

Modified Open Primary

In a modified open primary (pick-a-party), the voter first chooses a party on his or her ballot, and then
has only those associated contests available to vote because of associated dependencies. This election
type is organized in BOSS as if it were a general or special election.

Cross-filed Candidates in Straight Party Contests

The state of Pennsylvania allows candidate cross-filing, meaning a candidate name can be used more
than once in a contest when associated with different political parties.

In contests with cross-filed candidates that allow two or more choices, only one vote can be assigned to
each cross-filed candidate. In Ballot Now, a contest with two votes for the same candidate must be
resolved manually as an overvote. On the eSlate, a contest with two votes for the same candidate
activates the Ballot Information screen, which warns that the voter has attempted to select a candidate
whose cross-file alternative has been previously selected.

Ballot Formatting

O Column and page forces can be achieved separately for Ballot Now and eSlate ballot formats in the
Contest Details window. It is important to proofread the ballot style previews in order to best
determine where to use column and page forces.

Including Ballot Text can be an effective tool to help voters navigate the ballot.

Using forced returns can be an effective tool to help voters navigate the ballot.

|_See: |

“Appendix C: Hart Voting System Software User Tips” on page 109 for more information on
forced returns.

a
a

Ballot Images

If required by state and local regulations, images can be added to contests and ballot text in BOSS.
Image-enabled templates must be available in BOSS in order for images to appear on the ballots. To
obtain these templates, contact Hart InterCivic.

Images that appear on a ballot are associated with ballot elements entered in BOSS. For example,
adding an image to a proposition contest in BOSS will display that image in the title of that proposition
contest. The ballot elements that may be associated with images and their positions are shown on the
following page. Images cannot be associated with candidates.
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Location Ballot Element Explanation
A Ballot Header Party image for primary ballots.
OR NP Party image for non-primary elections.
B Straight Party Title Appears in the straight party title
C Straight Party Option Image associated with party
D Straight Party Option Image associated with party
E Ballot Text Appears below the ballot text
F Proposition Title Appears in the proposition title
G Candidate Title Appears in the candidate title
H Ballot Instruction Appears below the ballot instruction text

This is the ballot header

A Image Election

Image Test
November 02, 2006 Precinct aaa

Straight Party Contest Candidate Contest

B G
DThe Red Party C

Page 1 71

D Candidate A
The Red Party

DThe Blue Party D [ Candidate B

The Blue Blue Party

D Candidate C

This is Ballot Text {not The Red Party

instruction) Candidate D
E D andiaate

The Blue Blue Party

This is ballot instruction text
eSlate Ballot Instruction Text

F H
O YEs

CIno
g MAYBE

Proposition Contest

Image Requirements

BOSS only loads image files in bitmap (.bmp) format. The bitmap image colors are converted to a
predefined palette. The images are not scaled when placed on the ballot. The size of the image when it
is loaded into BOSS will determine the size on the ballot.

Image Palette

The images displayed on the eSlate use the standard Windows color palette of 256 colors. BOSS will
convert images for eSlate to this color palette if necessary, but Hart recommends using an external
image editing application. Images for paper ballots use a grayscale palette of 256 colors. BOSS wiill
convert images for paper ballots to this palette.
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Image Size

Image size is determined by the size of the image loaded in BOSS. The image is not scaled for display
on the ballot. The resolution of the eSlate images should be 72 dots per inch. The resolution of the image
for paper ballots should be 254 dots per inch. BOSS does not enforce the resolution, but failure to follow
these recommendations may result in ballot graphics that are larger or smaller than expected.

The position of the image is determined by the template selected for ballot generation. Use the table of
recommended image sizes below to scale images before loading into BOSS. If the images are larger
than the recommended size, they may overlap other ballot elements. Images are arranged in the center
of the available space if they are smaller than the recommend size.

The following table provides recommended image sizes in pixels. After loading ballot images, view the
images in the BOSS ballot preview window. If changes are necessary, resize the images outside of
BOSS and reload them.

Location Ballot Element Image Size for eSlate Image Size for Paper Ballot

A Ballot Header 100 W x 100 H 200 W x 200 H

B Straight Party Title 250 W 600 W, 400 W

C Straight Party Option 20W x20H 50W x50H

D Straight Party Option 20Wx20H 50 W x 50 H

E Ballot Text 250 W 600 W

F Proposition Title 250 W 600 W

G Candidate Title 250 W 600 W

H Ballot Instruction 250 W 600 W

Transparency

All eSlate images are assumed to be transparent. The pixel in the upper left corner of the image is used
to determine the transparent color. All pixels in the image that have the transparent color will be
displayed as the background color. The preview does not show the transparency. Paper ballots do not
use transparency. All pixels from the paper ballot images are displayed.

Loading Images in BOSS

To load an image from the Party Maintenance or Contest Details window:

Select the party or contest for which you want to associate an image.

Click the Add Image button.

Choose the language of the ballot and the device (eSlate or paper) where the ballot will appear.
Click the Browse button, navigate to the image, select the image, and click Open.

Click the Load button and click Close.

arwnNPE

To load an image in the Ballot Header, contact Hart Intercivic for the appropriate template.

|_See: |

The BOSS Operations Manual for information about image placement on primary ballots and for
more information about adding images to ballots.
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Translating Foreign Language Ballot Text

.J.- T
| Impoit Translzted Teuts il \

Ewpoit Teuts for Tianslkation I

:luri-a:'-rl:.t::n . o D SE
:mﬁ‘:l:he Eliﬁ'ﬁnnl “ Jurisdiction exports ana
I il par languags
to Expart Text foldear
Step 1

Text Translations fo the translator

Zip file if emailing)

Transkatar

delivers .xIf file
10 e purisdiclion

(Zip file if emailing)

TRANS Workflow: @ P
(

Translator puts
[ T i il vy

| the Jobs fokder

Translator maves the -,“ =
xlf file from Jobs y
- Tex! folder " Translator uses
TRAMS 1o antar
Iranslaticns and

save to i file

The windows in BOSS allow for data entry in English only. If the target election requires ballots in other
languages, you must use TRANS to add foreign language translations and to record audio associated
with that text. TRANS is the Hart Voting System utility for translation, recording, and audio normalization.

Follow these steps in order to translate ballot text:

1.

N

The foreign language must be selected in the Select Language Details window in order for any
language other than English to appear on ballots.

Complete the English language ballot either in BOSS or via ASCII data imports on the Import tab
of the Import/Export window.

3. Proofread the reports and ballot preview screens in BOSS.
4. Go to the Election menu and click Import/Export.
5. Click the Translation and Recording Export/Import tab.
6. Export English text for translation in TRANS.
7. Import the completed foreign language translated text.
> Foreign language text will not appear in the BOSS GUI, but it will appear in ballot previews.
8. If necessary, make corrections in English, then repeat the export/import foreign language
process to correct the foreign language for the changed text strings and audio prompts.
9. Continue to complete audio recording using the TRANS application.
Do not import foreign language text in ASCII data files. Do not import any text in Unicode fonts.
After exporting text for translation, do not make BOSS database changes until completed text
translations have been imported.
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Recording Audio

| Expart Audio Data fee Rocordng |

Import Hocorded Audio

After importing translated
text inlo BOSS, jurisdiction
exports ana xml fils for
cach ranslated language
to Export Audio folder

Jurisdiction imports
il file and waw folder
into e Election

Step 2
Jurisdiction places & w Jurisdiclion delivers
ol file and way TRANS Workflow: sl fle 1o voice talent
folder into Jobs = H
oy o obs Audio Recording
audic in TRAMNS

W

Woice talent mowvas
il file dako Jobs
falder

Vioice talent delivars
wmi file armd wav
Falder 1o junisdicion

. oice talent uses
TRAMNS ta record
awdic: dala; savea
as wav files

Walce talent moves xmil file
and .way folder from Jobs
to Ilmport Audio folder

Audio for the Disabled Access Unit (DAU) user can be recorded only in the TRANS software utility.
TRANS is the Hart Voting System utility for translation, recording, and audio normalization.

Follow these steps to record ballot audio:

2 After exporting prompts for audio recording, do not make BOSS database changes until completed
audio has been imported.

Complete and proof all ballot data.

To include foreign languages, complete foreign language text export-translate-import process.

Go to the Election menu and click Import/Export.

Click the Translation and Recording Export/Import tab.

Export English language prompts for recording in TRANS.

> English audio may be completed while foreign language text is being translated, as long as
the original English ballot text is not changed.

Export foreign language prompts for recording in TRANS.

Import English and foreign language manifest (.xml) files.

> For each language there is a manifest file that serves as an index to the associated audio.

8. Select ballot templates, complete the final proofing process, and create ballot media.

abrwnNpE

No
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Audio Recording Best Practices

Before recording, always check and adjust PC master volume controls and microphone properties
for best sound volume and quality.

U Record audio in a location that has limited background noise.
U Set up the recording station with the following, or similar, equipment in order to reduce noise while
recording:
* Handheld dynamic microphone and cable
* Microphone tabletop stand
* XLR female to 1/4 inch male stereo microphone input transformer
* 1/4inch to 1/8 inch stereo plug adapter (to computer mic port).
O After recording, check audio quality by creating a sample ballot for use in a Demonstration eSlate.

H TRANS v2.1 i =]

Translation Audio |Ab0ut|

Recarded? Spanish I Eralish |

""" ¥ ot Escrits
Frecinct Frecinto T

Farmous Party Partido Famoso b

Hiztorcal Party Partido Histarico ki

Ballot Directions: Instruccion de Balota 2l

Local Contests Cameras Locales s

Fresident Fresidente e

Wote for one Wote por uno Y

United States Sen... Senadorde los Estados Unidos 1

Wote for one Wote poruno 5

United States Rep... Representante de los Estados ... b

Wote for one Wote por uno ki

City Council Memb... Miembro de Concejo Municipal, ...

“ote for one Wote poruno 5

Proposition 1 Proposicidn 1 N

Shall The County ... Deberd el Condado de Sarmple .. %

State Senator Senador Estatal 3

Wote for one Wote por uno N

State Renmezentat  Renresentants Fstatal Misfitn 7 v LI

I m [ Auto "'Proor
éudio Fecording/Playback: -
¥ Prompt an Save ‘when using the Record or Import button:

IAdd to waveform _LI

2_ AN -"q"‘# |||||'\|\\I‘m.\\f'r— e 'I|H||1'|'hh|fr"|}"'lh~ i P T |"|r||"!i"u1'['|m "" eme—— -

:rsmpl SDD 1 DEID '1 SDD QDDD QSDD 3DDD SSDD 4000 4500 5000 5500 BUDD SSUD 000 7500 000 8500

TRANS 2.1 Audio Window with Spanish Audio Recorded

[ See: |
The TRANS User Guide for detailed information.
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Planning for eScan Use

eScan is the Hart Voting System precinct digital scanning device. eScan ballot content is set up in
BOSS, and ballots are printed from Ballot Now. eScan can read ballots for:

O Absentee voting for all precincts in the election

O Early Voting in-person at a polling place with one or multiple precincts assigned

O Election Day voting in-person at a polling place with one or multiple precincts assigned.

If using the eScan, there are several factors to consider in BOSS:

1. eScan passwords MUST be defined in the eScan Options window, accessible through the

Jurisdiction tab of the Jurisdiction window.

Although eScan cannot be operated without passwords, it is possible to generate the ballot in
& BOSS without defining eScan passwords. Always remember to define eScan passwords!

2. Before the ballot is accepted, eScan Ballot Processing
permissions MUST be established in BOSS via the
eScan Options window. The Ballot Processing
permissions panel allows the BOSS user to determine
who is authorized to place various types of mismarked
eScan ballots (e.g., undervoted, overvoted, and blank
ballots) into the eScan ballot box — the voter or the poll
worker. Alternatively, eScan can be set to “Always
Accept” undervoted, overvoted, or blank ballots. See
the figure at right for the default settings.
> If the Always Accept option is selected for a

particular type of mismark (e.g., overvote,
undervote, or blank), and the ballot contains that
type of mismark only, the ballot will immediately be

accepted as-is, with no further notification message.

> If the voter is authorized to accept a particular type
of mismark (Voter Accepts), and the ballot contains
that type of mismark only, eScan will display a
notification message. Without further assistance
from a poll worker, the voter may ignore the
mismark and cast the ballot as-is.

> If the poll worker is authorized to accept a
particular type of mismark (Poll Worker Accepts),
and the ballot contains that type of mismark only,

—Ballot Proceszsing

—ndervaote
™~ Woler Accepts

= Paoll "woarker Accepts
v Always Acoept

—Overvote
i~ Wober Accepts

i Poll "worker Accepts
= Always Accept

—Elank Ballot
= Yoter Accepts

f+ Poll *orker Accepts
= Always Accept

Ballot Processing Default Settings

eScan will display a notification message. To ignore the mismark and cast the ballot as-is, the

voter must contact a poll worker for assistance.

> If the ballot contains a mix of various mismarks (e.g., both undervotes and overvotes), and

there is a mix of ballot processing permissions in place, the following rules apply:

__Poll worker assistance is required to cast the ballot if the ballot contains any type of

mismark for which poll worker authorization is required, regardless of other voter

permissions that may exist.

__The voter may cast his or her ballot without further assistance if the ballot contains no
mismarks that require poll worker authorization. However, if the ballot contains any type of
mismark that requires voter authorization, eScan displays a notification message before
the ballot can be cast, regardless of other types of mismarks on the ballot that may be set

to Always Accept.

© Hart InterCivic, Inc.
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|_See: |
The BOSS Operations Manual for all possible ballot processing settings.

3. Ballot Now/Paper Ballot settings in BOSS apply to ALL paper ballots. Keep this in mind when:
> Writing Ballot Now instructions
__To write instructions, go to the Election menu and click Jurisdiction. On the Jurisdiction
tab, click the Ballot Instruction Texts button and select Ballot Now Instruction Text in
the window that appears.
> Selecting paper ballot templates
__To select templates, go to the Election menu and click Ballot Formats. In the Ballot
Generation/Preview window, click the Ballot Templates tab.

4. In order to set up the eScan for Absentee voting, you must enter the Absentee location Polling
Place ID into the eScan during device configuration. This ID is not available from BOSS reports.

Find the ABSENTEE Polling Place Description on the Polling Places tab of the Jurisdiction
& window after the ballot has been generated with paper ballot templates selected.

Jurisdiction | Precincts | Contests Polling Places

|Assiined Frecincts
Tip(s):

The Ballot Now Polling Place Name is automatically created when any paper ballot template is
used to generate the ballots.

You can use Tally to read and tabulate write-in images from the eScan, so you may not need to
hand-sort eScan ballots with write-ins. However, Tally can only recognize the write-in image
when the Write-In option box on a paper ballot is marked correctly. Follow federal, state, and
local guidelines for tabulating write-ins.

|_See: |

The Tally Training Manual for information about working with write-in images in Tally.

Polling Places and Precinct Assi

Precinct to Polling Place Assignments for ¢ Election Day * Early Yating

* Palling Place Mame Falling Place Description

FIQr e s

: )
" Ballot M ow
e —
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Planning for Demonstration eSlate Use

What is the Demonstration eSlate?

The Demonstration eSlate, also known as a “demo unit,” allows voters to practice using the eSlate
buttons and interface (including headphones and adaptive devices, if desired) on a functioning unit that
cannot record votes. The demo unit does not require a JBC in order to display ballots because it uses a
special ATA memory card that contains both ballot and audio data.

Creating a Demonstration eSlate Ballot in BOSS

When creating a ballot to display on the demo unit, ensure the following:

U The VBO Required checkbox in the eSlate Settings window is selected if the demo unit will be
connected to a VBO unit. If this checkbox is selected and a VBO unit is not connected, the eSlate
functions as if a VBO unit is present.

O The first precinct in the Polling Places tab of the Jurisdiction window is associated with a polling
place. The demo unit displays only the ballot style for the first precinct listed.

O For Primary Elections, the first party listed in the Party Maintenance window is the party whose
ballot you want to display on the demo unit. The demo unit displays only the ballot style for the first
party listed.

O All English audio has been recorded.

Q All multi-language text has been translated and audio has been recorded, if applicable.

Once you have ensured that your demonstration ballot is correct, generate ballots using a template for
the eSlate and write a demo card for each demo unit. Hart recommends that you create demo cards
from a demonstration election that contains fictional, sports/famous, or historical names for candidates.
You should not create demo cards from a live election database.

Although your eCM token and password are required to generate a ballot to use with the demo
unit, you do not need to program your signing key to the demo unit in SERVO, nor must you reset
the demo unit between uses.

[ See: |
The Demonstration eSlate Preparation Guide for more information including setting up and using
the demo unit.
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Planning Ballot Media Quantities

Ballot Media to Write Per Election

Once the ballot is generated, copy the election data to MBBs and audio cards by going to the Election
menu and clicking Write Ballot Media. Use the MBB Worksheet (MBB_41406.xls) on your Hart CD or
the following guide when planning the number of MBBs and audio cards to write for an election.

Ballot Media to Write Per Election

Test Mode MBBs

Election Mode MBBs

« 1 MBB for each JBC included in LAT

« 1 MBB for each JBC included in Early Voting in person

« 1 MBB for each eScan included in LAT

« 1 MBB for each JBC included in Election Day voting

* 1 MBB for each Ballot Now PC included in LAT

« 1 MBB for each eScan included in Absentee Voting (by
mail)

« 1 MBB for warehouse testing (optional)

« 1 MBB for each eScan included in Early Voting in person

« 1 MBB for each voting system in use at the Help Desk

« 1 MBB for each eScan included in Election Day voting

Audio Cards

« 1 MBB per election source (i.e., Absentee, Early Voting,
Election Day) for each Ballot Now (Server) PC used for
voting

* 1 Audio Card per DAU eSlate included in the election
(Early Voting and Election Day)

« 1 MBB per election source for incremental Cast Vote
Record (CVR) processing (e.g., late mail) for each Ballot
Now (Server) PC utilized for voting

« 1 Audio Card for warehouse testing (optional)

« 1 MBB to enable SERVO to add election Event(s) for
backup (This MBB can be reused as one of the JBC or
eSlate recount MBBs)

¢ 1 Audio Card for the DAU eSlate in use at the Help Desk

« 1 MBB (128 MB) per 65,000 CVRs for JBC CVR recount
MBBs, using SERVO, for Early Voting in person

« 10% of total as spare Audio Cards
« Hart InterCivic recommends writing at least 10% above the
number actually needed in the field as spare Audio Cards.

« 1 MBB (128 MB) per 65,000 CVRs for JBC CVR recount
MBBs, using SERVO, for Election Day in person

Other Ballot Media

« 1 MBB (128 MB) per 65,000 CVRs for eSlate CVR recount
MBBs, using SERVO, for Early Voting in person

« Demonstration eSlate (Demo cards) with data similar to the
live election for Voter Education and Outreach activities.

« 1 MBB (128 MB) per 65,000 CVRs for eSlate CVR recount
MBBSs, using SERVO, for Election Day in person

« Training MBB and Audio Cards with data similar to the live
election for poll worker training activities.

« 1 MBB (128 MB) per 65,000 CVRs for eScan CVR recount
MBBs, using SERVO, for Absentee (by mail)

« 1 MBB (128 MB) per 65,000 CVRs for eScan CVR recount
MBBs, using SERVO, for Early Voting in person

« 1 MBB (128 MB) per 65,000 CVRs for eScan CVR recount
MBBs, using SERVO, for Election Day in person

« 10% of total as spare Election Mode MBBs

« Hart InterCivic recommends writing at least 10% above the
number actually needed for the JBC, eScan, and/or Ballot
Now units included in Absentee, Early, or Election Day
voting.
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MBB Capacity

HART

intercivic

1st Article

J
S T
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(e

DO NOT DROP, BEND OR CRUSH
KEEP AWAY FROM MOISTURE
KEEP CONNECTOR CLEAN
AVOID HIGH TEMPERATURES U.S, Patent #
AND DIRECT SUNLIGHT 6,250,548 B1

Include the MBB Cast Vote Record (CVR) capacity when planning the number of MBBs required for an
election.

128 Megabyte ATA Format MBB Capacities:
eSlate Subsystem CVR Capacity of One MBB?
JBC 10,000 (Access Code range of 0000-9999)
Ballot Now 65,000
eScan 20,000
SERVO 65,000

a. All values are conservative estimates based on small CVR log size and multi-page ballots.
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BOSS Tasks Requiring the eSlate Cryptographic Module (eCM)

What is the eCM?

The eCM is a physical USB security device provided by Hart InterCivic. It is required for access to
secure functions in the BOSS, Ballot Now, Tally, Rally, and SERVO applications. The eCM must be
generated using the eCM Manager application.

When is the eSlate Cryptographic Module Used?

In a given election, the signing key on the eCM is used by the BOSS application to accept the ballot
formats for the election, and a matching signing key must also be present in the eCM(s) used in the
Ballot Now, Tally, Rally, and SERVO applications.

The simplest way to use an eCM is to keep the device handy (e.g., on a lanyard on your person) and to
insert the eCM token into a USB port on an election PC each time that PC is being used, removing the
eCM when finished.

When the eCM is accessed, Ballot Now requires the operator to enter the eCM PIN (a password
selected by a jurisdiction administrator before any signing keys are generated).

In BOSS, the eCM is used to accept generated ballot format(s).

eCM Management

The eCMs should be closely managed. The number of eCMs being used for an election and their PIN(S)
should be logged in a secure location. eCMs should be labeled with the election name or similar
information, but not with the eCM Key ID or PIN. eCMs should be stored in a secure location, separate
from election MBBs.
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Creating a General or Special Election

Follow the steps outlined in this chapter in order to create a General or Special election.

Steps:

Details:

1. Double-click the BOSS desktop shortcut
to open the application.

OR Go to Start/Programs/Hart InterCivic/BOSS

@ “Windows Update @ Accessones L4

(5 AdobeAciobat 4.0 ¥ |

E E Programs »|B5 Hart InterCivic L4 B BOSS
:z @ Documents L4
E % Settings L4
p @ Search L4
= @ Help

Run...

7 Shut Diown...

2. Login to BOSS as a user with all

BOSS 4.3

Ballot Origination Software System ™

HHART

intercivic

Copyright & 1899-2008 Hart lntereive, lne.

3. If you haven't already done so, set up
BOSS users and permission levels.

h Ballot Origination Software System - Olympic DH

File Election Reports | Administration Help

Mon-Election Tasks
Change Passward.,.
Users Maintenance, ..

Finalize Election fat Tally:

0 Go to the Administration menu and click
Non-Election Tasks. Click Yes.

0 Go to the Administration menu and click
Users Maintenance.

[ See: |
“Establishing BOSS User Permissions” on
page 12.
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Steps:

Details:

4, Create a BOSS database named
“<Description # Election Type date>".

Create Database

Select Database to Copy From

[New Database]

Database Descrip

Dlyrpic DB 1 Genersl 12 22 04 [12-23-04 5:22 pm)

tion Database Filapath Database Status
C:HBOSS ABossData.db

CABOSSAD atabase!\041223-172154\8055DATA D

Finalized

Olympic DB 1 Special 12.22.04

122304 5:24 pm)  |CABOSS\Database\ 4122317230148 0550ATA DEB allot Generated

Olprpic DB 1 Closed Primary 12

2204 [12-23-04 52 |CABOSSAD atabaseh 0412231724008 0550ATA DEFinalized

Dlympic DB 1 Modified Closed Primary 12.22.04 (12-

CABOSS\D atabase!\ 04122317251 \BOSSDATA. DEFinalized

Q

* New Datahass Description: |\

Mew Database Path o\l

boss\database\041230-090141%

cncer || | L

Go to the File menu and click Open
Database. In the Open Database window,

click the __Addbatabase | pytton.

In the Create Database window that appears,
select a database to copy from, and complete
the New Database Description field with a
description of the database, the sequence
number, the election name, and the date.

To create a blank database, copy the
database from “(New Database)”.

Click OK.

|_See: |

Suggested naming conventions in
“Database Management” on page 9.

5. Open

Seleet a Database be Open

the new BOSS database.

In the Open Database window, double-click the
target database.

44 0usbare | oot Dtobare | Auchiye Dstabuse | _Bisons Dtabase [ ] G |
6. Define the general or special election O When you open a database, the Jurisdiction
jurisdiction information. tab in the Jurisdiction window appears.
. .| O Defining Jurisdiction information includes:
+ Election Title for the header of the ballot
el - « Election Type (does not appear on the
— N ballot)
s PR e » Election Date for the header of the ballot
» Ballot Header for the 1st line of the ballot
R = o » State Code (does not appear on the
oy ballot)
e + Jurisdiction Organization
p—
Sl Select the “Jurisdiction Organization”
peias A — which best meets tabulation reporting
needs AND maintains efficiency while
[y Mamenancs | Seect Lamuagns | ottt Tests | eState Oyt | _e5som tptns | _sawe |_goe |

setting up the BOSS database.

» Jurisdiction Title for the header of the
ballot

Use of the Incumbent Indicator on reports
* Write-in label to appear on the ballot

* Precinct label to appear on the ballot

Page 30
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Steps:

Details:

7. Define political parties.
[Fortr Matceenance

Enter Party Data
*Cado Py Nome: ]|
[
REP Flapubbcan
DEM Democrat

betanan | |

[ Add | Delete | Addimage

Q Click the | Party Maintenance | button.

O Codeis arequired field. It will not appear on
ballots. It is for organizational purposes.

O Party Name is not a required field. Text
entered in this field will appear on the ballot in
association with candidates assigned to the
party code.

* For a nonpartisan election where no party
is to appear on the ballot in association
with a candidate name, do not assign a
Party Name in association with the “NP”
Code. This is the default setting.
O Click OK to save data and close the window.

8. Select the languages to appear on ballots.

Select Language Details

—5Select Languages

Armenian
Chireze
llocaho
Japaneze
K.orean
Ruszsian
Spanizh
Tagalog

1 i S i R R R i

iethamese

—Dehne Reusabihty

Choose the | Select Languages | button.
Select checkboxes to create ballots in
languages other than English.

» Selected languages will have files for
translation available for export on the
Translation and Recording Export/
Import tab of the Import/Export window.

U Select the Reuse English Candidate Name
in every language checkbox in order to use
only the English version of candidate names,
and to withhold this data from exports for
translation (i.e., no transliteration).

O Selectthe Reuse English Candidate Details

in every language checkbox in order to use

only the English version of candidate details.

(M

Ballot Instructions

~Select Text to Edit

Please use a black or blug pen to mark your ballat. To vote for your chaice ineach  «
contest, completely fill in the box provided to the left of your choice.
" eSlate Instruction Text

" eSlate Audio Prompt

& Ballof N Tnstruchion Text

=

Clear Clear All

_ _ _ U This data is not included in import files.
v Reuse English Candidate Name in every language . .

_ _ L O Click OK to save data and close the window.
v Reuse English Candidate Details in every language

| See: |
[ 0K | Cancel Translating Foreign Language Ballot
Text” on page 18.
9. Complete ballot instructions. Q Click the Ballot Instruction Texts I button.

O Ballot instructions include:

» eSlate instructions to appear at the top of
the DRE ballot.

» eSlate audio instructions associated with
the text for the top of the DRE ballot.

* Ballot Now instructions to appear at the
top of the Ballot Now and eScan paper
ballots.

O You can copy ballot instructions from a .txt file
and paste them into BOSS fields. Use an
ASCII font such as Arial or Times New
Roman. Do not use Unicode fonts.

U Click OK to save data and close the window.

© Hart InterCivic, Inc.
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Steps: Details:
10. Define eSlate options. O Click the | eState Options | button.
O Define Election Day and Early Voting close
and suspend times. (Optional)

Election D'y Close Time: [13.00 2] « Use 24-hour clock settings.

Early Vating Suspend Time: [15:00 | » This option gives the Judge’s Booth

= Minutes Acsess Code is Active: |3n Controller (JBC) operator a warning if s/he
Retrievable E arly Yoting Ballats - attempts to close or suspend the polls

early, but it does not prevent such action.

=]

Surmmary Y enfication Font Size: 2

= * This data is not included in import files.
_Jiﬁuﬁ?zﬁ;léepm - v Early Voting suspend times should reflect
T, - the latest possible S|te_ suspend time.
S O Define the number of minutes the Access
Comins Gl Pk s M Code will be active after printing. (Required)
Include Provisional Ballots in Yote Totals: [~ « 30 minutes is the default setting.
—VBO Settings O Select the Retrievable Early Voting Ballots
VB Fequied: 2l checkbox in accordance with applicable
B Ballot Rejection Limit P ] election codes.
Prirt Ballot Key: ca » This associates a Ballot Code with all
early voting ballots, making these ballots
~ eSlate Passwords available for exclusion from tabulation.
* Administration Password: 21212 » This data is not included in import files.
= Stant-Up Password: fre Q Select a Summary/Verification font size.
*Election Day OPEN Password. [+ O Select the Allow Tally and Allow Write-In
* Election Day CLOSE Password: [ Report Print checkboxes in _order to allpw _the
e — reports aterclosing polls on Elestion Day.
Ealy Voting SUSFEND Password: | The Allow Tally box is checked by default.

U Select the Combine Split Precincts for

oKk | Cancel | Report and Include Provisional Ballots in

= — Vote Totals checkboxes in accordance with
applicable election codes.

O Select the VBO Required checkbox in
accordance with applicable election codes.

U Select the number of times a ballot printout
can be rejected in the VBO Ballot Rejection
Limit field. The printout can be rejected a
maximum of five times.

O Select the Print Ballot Key checkbox in
accordance with applicable election codes.
The box is checked by default.

U Enter eSlate Passwords. (Required)

» eSlate passwords must be uppercase
and/or numeric, six (6) characters.
» This data is not included in import files.
Document passwords in a secure location
& and share with support and poll worker
resources as needed. Passwords are not
viewable via BOSS reports or data export.
U Click OK to save data and close the window.
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Steps:

Details:

11. Define eScan options, if applicable.

Election Day Clase Time — [13.00 =
Early Voting Suspend Time | 13:00 ﬂ

eScan P. [Ballot Pi

* Adrinistration Passward 121212

= Start-Up Pazsward:

rUndervates————————
= Voter Accepts

= Poll Waiker Accepts

+ Ahways Accept

[Ovevotes |
™ Voter Accepts

* Poll‘\wWorker Accepts

= Always Accept

O Click the button.

U Define Election Day and Early Voting close
and suspend times. (Optional)

» Use 24-hour clock settings.

» This option gives the eScan operator a
warning if s/lhe attempts to close or
suspend the polls early, but it does not
prevent such action.

* This data is not included in import files.

Early Voting suspend times should reflect
= % the latest possible site suspend time.

~eScan Tape
Blank Ballot——————————

" Voter Accepts
i Poll Worker Accepts

Allov T ally Fieport Print; I
Combine Split Precincts in Report: r

Include Provisional Ballats in Vate Totals: r Y

0K Cancel |

U Enter eScan Passwords. (Required)
* eScan passwords must be numeric, six
(6) characters.
* This data is not included in import files.

Document passwords in a secure location
and share with support and poll worker

resources as needed. Passwords are not
viewable via BOSS reports or data export.

O Select the Allow Tally Report Print
checkbox to print the eScan tally tape.

U Select the Combine Split Precincts for
Report and Include Provisional Ballots in
Vote Totals checkboxes in accordance with
applicable election codes.

O Select Ballot Processing permissions.

Review ballot processing permission

& selections with elections officials. These
settings determine who is allowed override
permissions on the eScan device.

| See: |

“Planning for eScan Use” on page 21.

O Click OK to save data and close the window.

12. Save Jurisdiction tab data.

Save |

O Click Save to save changes before exiting
any window or tab in BOSS.
* You are prompted to save if you make
changes and try to exit the window or tab.

© Hart InterCivic, Inc.
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Steps:

Details:

Fi b rgimation Sollmare System

13. Define precincts. a

Dbyrphc (6 | Geseral 122284

Tlnack

e [Dection Beports  fdwinstration el
O
uiscdcton Prociacts | Distcts | Contusts | Poling Placas | Fotaton |
Prnciact Dats. Enter Rlegiotessd Voter Totish by Party
0 Vo ]
= 0
20m B m T
) “m PP Horgasaan. M
2003 5
—— Bt —
2005 505
o F
2007 T PLO| Red £
2 i
2008 0 IVELY Viekors n
o v
an. | ﬂ] RN Crargn i
i
[l
|
e
TetadVotes: 2137
Foud recnct: 13
Drote Prociect | St Procinet | Comubdite Procisets Swe | _Dee

In the Jurisdiction window, click the
Precincts tab to define precincts, splits, and
the number of registered voters per party, per

precinct/split.

* The number of registered voters must be

entered by party.

e The Voters field will display the aggregate
total for all parties per precinct or split.
» Arrow buttons move the selected row.

love one rawvy dowven ar up
Move one page down or up 1l

flave ta bottom ar top of list LI

LT
il
T

Fi b rgimation Sollmare System

14. Define districts and assign precincts, if
applicable.

Dbyrphc (6 | Geseral 122284

Total Daicts: §

Dot bt

Datuct Mg i nglehil s & swqured fekd

_Swe | D |

In the Jurisdiction window, click the
Districts tab to define districts and assign

precincts to districts.

» Precincts and splits can be assigned to

multiple districts.

* Arrow buttons add or remove precincts.

Add zelected and associsted splits

Add zelected £

Add all L4

<5
Femove selected | |
Remove all | #% |
5 |

Femove zelected and associated splits

i b rgimation Sellmare System

15. Define contests.

Dbyrpéc (8 5% General 50185

Conbect Mg i nglehi s & sequred fekd.

O
| Folng Flaces | Faotmton |
Ervnbabie Dotcts
s o Dt 5
st Samtond Dt 5
[Wiahen et &,
Ty Fom Sk Dkt
|
|
L]
»
ol | ] ol | ]
Tota Contats: 11
[l Comto | At i Ve | Dikote Comiest o Bt Teod | _Comiost Doty Save | _Clean

In the Jurisdiction window, click the
Contests tab to define contests and Ballot
Text, and to assign districts or precincts to

contests.

* Use the Contest Description field as an

organizational tool.

» The Contest Details window is available
for each contest by double-clicking on the

target contest.

* Arrow buttons add or remove districts.

Add zelected
Add all

Remove selected

Remove all

<

<4
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Steps:

Details:

16. Define precinct-level contests, if
applicable.

Q In the Jurisdiction window, click the
Precinct-Level Contests tab to define
contests and Ballot Text and assign precincts

to contests.

Precinct-Level contests in an election
organized by districts can be included as
single-precinct districts.

17. Define polling places.

Jurishction Districts Contosts

Frecncts |

Pollng Places and Pracinct Assigraents
Preciret 12 Poling Place husgresnts b (& Eeetion Day — Exvl Vet

[ Pl Place le

2 iy e, 2002

il Bkl

Total Poling Maces 2
Dot rtg e

Save Choan

Pring Place Hame s 4 wqured ekd.

O In the Jurisdiction window, click the Polling
Places tab to define polling places and assign
precincts to polling places.

» Election Day precincts assigned are
removed from the list of Available
Precincts

» Early Voting precincts may be assigned to
multiple polling places

* Arrow buttons add or remove precincts.

Add zelected

Acdd all
Add selected and associated splits

|."'\.

L5

ey
_ |“‘|

Remove selected

Remave all

Remove selected and associated splits S

18. Select ballot rotation type.

Fi Balion Geignation Seltwarr: System

Dbyrphc (6 | Geseral 122284

Save Choan

O Inthe Jurisdiction window, click the

Rotation tab to define rotation type.

* No Rotation is an available option.

» Arrotation index of “0” equals ballot order
as presented in the Active Contests
window.

« In California databases, the button
| LCalfornia Hotation Wizard |

appears.

[ See: |
The BOSS Operations Manual for more
information about ballot rotation.
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Steps:

Details:

19. Add contest details in the Active
Contests window.

i tive Corde

O Goto the Election menu and click Active

Contests.

O Actions available in the Active Contests

window include:

» Changing contest sequence with the
arrow buttons

» Adding options (e.g., candidates)

» Associating parties with candidates

» Adding candidate details (e.g., delegates,

= occupa_ltions) _ .
o —em | » Changing option sequence with the arrow
4 buttons
i
_Swe | gwe |
20. Edit active contests in the Contest . -
O Click the | EdtéctiveContest | pytton or

Details window.

Contest Details
~Define Contest Details
* Contest Title: IEounty Cornmissioner
Contest Description IConlest
Contest Type: I Office j
Primary Party Affiliation: I j
il Bl el r eSlate Contest Position
Include in Straight Party v [+ NoForce
Cumulative r ¢ Force to Mew Caolumn
" Force to Mew Page
Fractional Cumulative I~ d
Comman Contest o .
— Ballot Now Contest Position
Include it Mon-Partizan Ballats: [T
& Mo Force
Number of Yalid Choices: 1 £~ Faree to New Column
: i Foice to New Page
Mumber of ‘Wite-lns: -
Inztruction Text | Eraposition Tiest | Dependent On | Add Image |
Previous Contest | Mext Contest | LCancel |

double-click a contest to open the Contest
Details window (also available from the
Jurisdiction window, Contests tab).

O Actions available in the Contest Details

window include:

» Identifying contest type (straight party,
office, proposition)

» Enabling Rotation (checked and grayed
when No Rotation is selected on the
Rotation tab)

* Including the contest in straight party

» Identifying cumulative contests

» Identifying fractional cumulative contests

» |dentifying common contests (leave
unchecked unless otherwise directed)

» |dentifying the number of valid choices
and write-ins

» Adding contest-level instructions

» Adding Proposition Text

» Defining dependencies

* Forcing contest position

» Adding images to the ballot

Force data is not imported.

Ballot Now contest position forces apply
to all paper ballots (eScan and Ballot
Now).

|_See: |

“Ballot Images” on page 15.

The BOSS Operations Manual for more
information about adding images.
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Details:

21. Proofread the available ballot reports, and
make corrections if necessary.

k| Ballot Origination Software System - Olympic DB 1 General 12.22.04
File Election | Reparts Administration  Help

Active Contests
Audit Trail
Ballot Content Proof

—

Ballat: Styles by Precinck
Ballot: Styles by Districk

Precinct Assignments )
Precinct Mot Assigned
Detail
Summary

Detail
Summary

EBallot Style Reports

Contest List

Districk Reports
Media Production List

Paolling Place List 3

Early Yoting

Precinct List

Security Audit |

Election Day Yoting  *

O Before generating, go to the Reports menu

and click the following menu items:

» Active Contests to view the “Active
Contests Options List” report

» Contest List to view the “Contest List
with Details” report

» District Reports, Precinct Assignments
to view the “Assigned Precinct Report”.

“Ballot Content Proof” and ballot style
reports are not available until after
generating and accepting the ballot.

22. As a risk-reduction measure, back up U Go to the Election Menu, click Import/
BOSS data and the database. Export, and then click the Export tab.
22.1 Export all BOSS data files. » Create an election folder with the date
S and time.
= - = = e Highlight (ALL) in the Select Element
3 and Path/File to Export panel.
* Click the button and navigate to the
folder you created.
. Clickthe __ ExpotRecords | o0 ang
respond to the dialog boxes that appear.
e Save export files to CD.
» Repeat this process after database
o o changes.
—
- o] | [Note: |
Page layout and password data are not
exported.
22.2 Archive the database and save to CD. | O Go to the File menu and click Open
Database.
jngmmn » Create an election folder with the date
and time.
» Highlight the target database.
| + Click the __AwchiveDatabase | 1,
A Dtsboe | _ Dokt Duabors_| i Dt | v Ot (08 ] foca | .
* Follow prompts to navigate to the folder
you created.
» Click Save.
* Burn this folder to CD.
* Repeat this process after the database
changes.
| See: |

“Appendix D: Backing Up Election
Databases” on page 113.
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folder into the Jobs folder.

Steps: Details:
23. (Optional) Prepare for ballot translation by | O Go to the Election menu and click Ballot
proofreading the existing ballots. Formats. Click the Ballot Templates tab,
choose one or more templates, and click the
Generate Preview button. On the Ballot
Preview tab, proofread each ballot style and
click Reject when exiting the window.
24. Create four folders on the PC Desktop for | O Hart recommends that you give the folders
data import and export. the following names:
* Export Text
e Import Text
» Export Audio
e Import Audio
25. Export text for multi-language ballot O Go to the Election menu, click Import/
translation, if applicable. If your ballot is in Export, and then click the Translation and
English only, proceed to step 30. Recording Export/Import tab.
I ke s e e et .22 | 1 Navigate to the Export Text folder and click
o | = Toanltion e Floconding Espostflapert the Export Texts for Tranzlation I button.
[ See:
The BOSS Operations Manual for
detailed information about foreign
language import/export.
:::‘I I::::!u‘:‘h :::‘I ::'::- - — j'
Eter the path rarms b oot et Rl gﬂ::ﬁpr‘:u‘-;i;-wddmwvx e, ]
;iwiltxlr-x |
PR~ e — =
7 Enes impest Rlegarh ruame for ore st fle: '7 1 Enier i Sepath narms b o sude e liJ
e |
26. Move the contents of the Export Text

You must move files for translation into
the Jobs folder in order for TRANS to
recognize them.

27. Use TRANS to translate text for multi-
language ballots.

| See: |
The TRANS User Guide for detailed
information about foreign language
translation and recording.

28. Move the text files (.xIf) from the Jobs
folder to the Import Text folder.

You must move the translated files from
the Jobs folder in order to use them in
BOSS.
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Steps:
29. Import translated text for multi-language
ballots.
Import T lated Texts

{+ Enter import path for all ket fles: Ic:\boss\import\

(= Enter import filepath name for one test file: I _I

Import Translated Texts

O Onthe Translation and Recording Import/
Export tab of the Import/Export window,
navigate to the Import Text folder and click

| button.

the Import Translated Texts

30. Export English text for recording in
TRANS.

=

— Export Audio Prompts for R g

Select language for export: ALL j

Enter the path name for export of audio prompts:
¥ Export Ballot Tests

[~ Export Static Texts

¥ Export Missing Audia Only

Export Audio Data for Recording |

— lmport R ded Audio
{* Enter impart path for all audio files: Ic:\boss\import\ _I
" Enter import filepath name for one audio file: I _I

Import Recorded Audio |

O Onthe Translation and Recording Export/
Import tab of the Import/Export window,
navigate to Export Audio folder and click the

Export Audio Data for Recording | DUTtON.

O English audio prompts can be exported,
recorded, and imported at any time after
completing data entry and before generating
the ballot.

O English audio can be recorded while foreign
language text is being translated.

[ See: |
“Recording Audio” on page 19.

31. Export audio prompts for multi-language
audio recording in TRANS, if applicable.

-

Export Audio Prompts for B g

Select language for export: IALL j

Enter the path name for export of audio prompts: Ic:\boss\export\ |
¥ Export Ballot Tests
[~ Export Static Texts

Export Audio Data for Recording |
¥ Export Missing Audia Only

U On the Translation and Recording Import/
Export tab of the Import/Export window,
navigate to the Export Audio folder and click

the Export Audio Data for Recording I button

| See: |
“Translating Foreign Language Ballot
Text” on page 18.

32. Move the contents of the Export Audio
folder into the Jobs folder.

You must move files for recording into the
Jobs folder in order for TRANS to
recognize them.

33. Use TRANS to record English and, if
applicable, multi-language audio.

| See: |
The TRANS User Guide for detailed
information about foreign language
translation and recording.

34. Move the recorded audio files (.xml and
.wav) to the Import Audio folder.

You must move the recorded files from the
Jobs folder in order to use them in BOSS.
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Steps: Details:

35. Import recorded audio files. O Onthe Translation and Recording Import/
Export tab of the Import/Export window:
] » Click the “Enter import path for all audio
files” radio button to import multiple audio
£ Erter import fiepath name for one audia fle: | _| files for a muIti—Ianguage ballot.
| * Click the “Enter import filepath name for
one audio file” radio button to import one
audio file for an English-only ballot.
U Navigate to the Audio Import folder and click

Import B ded Audio

{* Enter impart path for all audio files: Ic:\boss\import\

Import Recorded Audio

the Import Recorded Audio I button.
36. Verify that the ballot is complete. U Go to the Election menu and click Ballot
Formats.
[raict GenerasiomPreviem

Haliot Dot Validation | Babot Tomplotas | D

View the Ballot Data Validation tab to verify

AUDIO RECORDNGS y that the ballot is complete.

) » A green circle indicates that the
information is complete.

« Avyellow triangle indicates that information
is incomplete, but you can still generate
the ballot.

» Ared square indicates that the
information is incomplete and you cannot
generate the ballot until you supply the

fiiifiifiiefiaqiaqiies

b missing information.
e |
37. As a risk-reduction measure, back up O Create an election folder with the date, time,
BOSS data and the database. and contents (in this case, BOSS data files).
37.1 Export all BOSS data files. U Go to the Election Menu, click Import/
T Export, and then click the Export tab.

- = » Highlight (ALL) in the Select Element
c and Path/File to Export panel.

| i
el

» Click the button and navigate to the
folder you created.

00000000 OOD

. Clickthe __ ExpotRecords | pionang
respond to the dialog boxes that appear.

e Save the export files to CD.

* Repeat this process after the database

et o changes.
Wishen Recesde: 0
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37.2 Export all translated text and recorded
audio.

— Export Texts for T

Select language for export: AL -

Ic:\boss\export\ _I

Export Texts for Translation |

Enter the path name for export text file[z]:

— Export Audio Prompts for R ding

Select language for export: IALL j
Enter the path name for export of audio prompts: Ic:\boss\export\ |
¥ Export Ballot Tests

r

Export Audio Data for Recording |

O Create an election folder with the date, time,
and contents (in this case, translated text and
audio).

O After completing translations and audio,
export ALL foreign language text and ALL
audio from the Translation and Recording
Export/Import tab.

» Navigate to the folder you created and

CIiCk the Export Texts for Translation |
button.

& Deselect the [ Export Missing Audio Oniy
checkbox.

* Navigate to the folder you created and

CIiCk the Expont Audio Data for Recording |

button.

» Save the export files to CD.

* Repeat this process after the database
changes.

37.3 Archive the database and save to CD.

pen Dalabase.

Sedect a Databare te Dpen

Add Daksbare |  Dulein Batsbase | Aschiye Databats | [Lestoes Datsbasn

Ok | Cancel

Q Create an election folder with the date, time,
and contents (in this case, the archived BOSS
database).

O Go to the File menu and click Open
Database.

» Highlight the target database.

Archive Databaze

» Click the I button.

* Navigate to the folder you created.

» Click Save.

* Burn this folder to CD.

* Repeat this process after the database
changes.

| See: |
“Appendix D: Backing Up Election

Databases” on page 113.
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38. Select templates and preview ballots.
et Gommitisnpresiem |

Bt Cinta Vahdsion HaSat Tesplnios |

Salact atilain Templainy

i

=
Masern

Vet
e
Masern

Vet

e

U Go to the Election menu and click Ballot

Formats.

U Click the Ballot Templates tab and choose
templates and paper size.

» Select paper ballot (Ballot Now/eScan)
and eSlate DRE ballots in all formats and
languages needed.

» If images have been added to the ballots,
choose image-enabled templates. To
obtain these templates, contact Hart
InterCivic.

» Take written note of template(s) selected.

If choosing paper ballot templates for use
with the eScan, you must create passwords
in the eScan Options window. Although
eScan cannot be operated without
passwords, it is possible to generate the
ballot in BOSS without defining eScan

passwords.
& The eScan device does not accept 11x17
ballots.
+ Clickthe ___ BeneatePreview | pytton,

39. Proofread the ballot on the Ballot
Preview tab.

al?l x|

'
State Reprosentative, District
|5

Dan Jansen
o el

[ ackie Jayner.Kerses
Dvangs

[ Randy Snow

Honpartioan

State Superintendent of
Schools

Bonnie Blair
O
Bruce Jenner
0.
= || Fpmr— 1l7ax Amsnssor Callactar Il =
< < Paeldl2 s "
ACCEPT Balel Prevew lmege | Prin Ballel | Clean

O Click the Print Preview Image button to print
the ballot currently in the window.

O Click the Print Ballots button to print different
ballot styles.

O Print ballot previews in order to proofread all
formats, ballot styles, and languages, before
accepting ballot generation.

U Determine the maximum length of any ballot,
and consider revising format to reduce length
(e.g., to keep paper ballots to one sheet).

Right-click the ballot image and choose
Save Picture As... in order to save the
ballot page as a “*.bmp” graphic file (for
use in sample ballot flyers, for example).
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40. Generate the ballot, or go back to make Once you accept the ballot, you cannot
corrections. enter new data in this BOSS database.

i Bl Urignaation Sellare: System - Dlymte DU 1 Geseral 122284 al3x]

CeTTTE—— = | O To accept ballot generation, click the

ACCEPT Ballot | button on the

Ballot Preview tab.
» Confirm ballot acceptance in the dialog
box that appears.
O To reject ballot generation, close the Ballot
Generation /Preview window and click
Reject.

ACCEPT Ballat Image | Print Baetfs) | Cleae:

41. If you haven't already done so, insertthe | O Before accepting ballot generation, the BOSS
eCM into a USB port and complete application prompts you to enter the eCM
acceptance of ballot generation. PIN.

eCM PIN Required

eSlate Cryptographic Module PIN

Enter PIM:

|
()8 I Cancel |

U The eCM can be removed from the USB port
after the ballot has been accepted.

Store the eCM in a secure location.

The simplest way to use an eCM is to keep
the device handy (e.g., on a lanyard on your
person) and to insert the eCM into a USB port
on an election PC each time that PC is being
used, removing the eCM when finished

(HN N
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42. Print Ballot Style reports.

k| Ballot Origination Software System - Olympic DB 1 General 12.22.04
File Election | Reparts Administration  Help

Active Contests
Audit Trail
Ballot Content Proof

—

Ballat: Styles by Precinck
Ballot: Styles by Districk

Precinct Assignments )
Precinct Mot Assigned

EBallot Style Reports

Contest List

Districk Reports
Media Production List

Paolling Place List Early Yoting Detail

Precinck Lisk Election Day Yoting  * Summary

Security Audit | Detail
Summary

O Go to the Reports menu and click the
following menu items:

+ Ballot Content Proof to view and print a
report detailing precincts, contests, and
registered voters per ballot style

» Ballot Syle Reports, and then Ballot
Styles by District to view and print a
report detailing all ballot styles and
associated districts and precincts

» Ballot Syle Reports, and then Ballot
Styles by Precinct to view and print a
report detailing all ballot styles and
assigned precincts (for election organized
by precinct-contest associations)

43. Create the Mobile Ballot Boxes (MBBS)
for use in the JBCs, eScan devices, Ballot
Now PCs, and SERVO, Audio cards for
DAU eSlates, and/or Demo cards for

0 Go to the Election menu and click Write
Ballot Media.
Decide the number of cards needed for
& the election, including recovery and

eSlate Demonstration units. SERVO MBBs
Fi Balion Geignation Seltwarr: Systbem - Dyt B8 | Goseral 122284 almxl ‘
— : “Planning Ballot Media Quantities” on
page 24.
» Select the desired Quantity, Card Type
s _ — S —— and Mode options.
ooy [ B i e S st e - "
P L = + Clickthe |[__MrteMedia | 1,,tton and
= follow the prompts to create media.
" [ See: |
- “Planning for eScan Use” on page 21.
’ “Planning for Demonstration eSlate Use”
e | on page 23.
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44. Print reports.

k| Ballot Origination Software System - Olympic DB 1 General 12.22.04
File Election | Reparts Administration  Help

Active Contests
Audit Trail

Ballot Content Proof
EBallot Style Reports

—

Ballat: Styles by Precinck
Ballot: Styles by Districk

Precinct Assignments )
Precinct Mot Assigned

Contest List

Districk Reports
Media Production List

Paolling Place List Early Yoting 3 Detail

Precinck Lisk Election Day Yoting  * Summary

Security Audit | Detail
Summary

O Go to the Reports menu and click, at
minimum, the following:

* Audit Trail to view and print a report
giving a record of operator actions

* Media Production List to view and print
a report documenting all media produced
by sequential serial number, card type,
time created, and card mode.

* Polling Place List/Early Voting/
Summary and Polling Place List/
Election Day/Summary to view and print
reports necessary for warehouse/support
personnel or JBC operators to assign
polling place IDs to JBCs.

If the eScan is to be used in Absentee
mode, obtain the Absentee polling place ID
by viewing the Polling Places tab in the
Jurisdiction window after generating with
paper ballot template(s).

45, Verify that the MBBs and Audio cards
contain the required information in the
desired format.

N
- m:':.’r"'li.‘:-
X
=
n
o
= 10 NOT GO, BEND OR CRUSH
KEEP AWAY FROM MOISTURE
B KEEP CONNECTOR CLEAN
& AVOID HIGH TEMPERATURES 1S raeis. B
S AND DIRECT SUNLIGHT

O View/listen to test mode cards on the JBC
and DAU eSlate, eScan, and/or with Ballot
Now.

U Conduct a Logic and Accuracy Test (L&A).

[ See: |
The Tally Training Manual for instructions

on conducting an L&A with the system.

46. If necessary, copy the database forward
(naming it according to conventions),
delete the defective version, make
corrections in the new database, and
repeat necessary steps.

Select Database to Copy From
Database Description Database Filepath Database Statu +
Olyrnpic: DB 1 Closed Primany 12 22 04 [12-23-04 5:2 | CABOS 55D atabasei041223-1 72400805 50ATA DEFinalized
Olpmpic: DB 1 Modified Closed Primary 12.22.04 (12 [CABOSS5\Databaset041223-17251 B0SSDATA DEFinalized
TRAINING 1 General 12.30.04 c:hbosshdatabaseh041230-0901414BossData db Open
c:\bossdatabase 041 230-C Data.db Open
Olyrpic: DB 2 General 1.03.05 cihbosshdatabase 0G0 03-23471 2\BossData.db Open

Bl | _’ILI

* New Database Description: [TRAINING 3 Genersl 01.04.05

Tiaining 2 General 12.30.04

Mew Database Path: c:\boss\database\050104-123510%

| See: |
“Database Management” on page 9.

“Appendix F: Copying Forward a BOSS
Database” on page 117.

© Hart InterCivic, Inc.

Chapter 2 Creating a General or Special Election

Page 45



BOSS Training Manual

6300-002 62C

Steps:

Details:

47. As a risk-reduction measure, archive the
database and save to CD.

A Databare | Dedete Databave | Aschiye Database | feators Database

[ ] g |

O Create an election folder with the date, time,
and contents (in this case, the archived BOSS
database).

O Go to the File menu and click Open
Database.

» Highlight the target database.

Archive Databaze

* Click the I button.

* Navigate to the folder you created.

» Click Save.

* Burn the database to CD.

* Repeat this process after the database
changes.

|_See: |
“Appendix D: Backing Up Election

Databases” on page 113.

48. Finalize the BOSS database for Tally.

k| Ballot Origination Software System - Olympic DB

Fil= Election Reparts | Administration Help

Mon-Election Tasks
Chanae Password.,,
Users [MaimtEmance. . .

Finalize Election Far Tally

Once the BOSS database is finalized,
media can no longer be created from this
database.

O Verify that all necessary media has been
created.

U Go to the Administration menu and click
Finalize Election for Tally.

49, As a risk-reduction measure, archive the
database and save to CD.

A Databare | Dedete Databave | Aschiye Database | feators Database

O Go to the File menu and click Open
Database.
» Highlight the target database.

Archive Databaze

I button.

* Click the

* Follow prompts to navigate to the target
location.

* Name and time-stamp, and then save the
database.

* Burn the database to CD.
» Repeat this process after database
changes.

| See: |
“Appendix D: Backing Up Election

Databases” on page 113.

50. Exit BOSS.

File Election Reports Administration

Open Database. ..
Exik

v 1 Jurisdiction
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Chapter 3

Creating a Primary Election

Follow the steps outlined in this chapter in order to create a closed primary or modified closed primary
election. Modified open primary elections (pick-a-party) are created as if a general election, using

contest dependencies per party choice.

® Refers to steps that are unique to creating a primary election. These steps vary from those for

creating a general or special election.

|_See: |

“Establishing Election Types and Organization Within BOSS” on page 13.

Steps:

Details:

1. Double-click the BOSS desktop shortcut
to open the application.

OR Go to Start/Programs/Hart InterCivic/BOSS

@ “Windows Update @ Accessones L4

(5 AdobeAciobat 4.0 ¥ |

q[[ eoss

v|E Hart InterCivic

E E Frograms

2. Login to BOSS as a user with all

BOSS 4.3

Bailot Origingtion Software System ™

HHART

intercivic

Copyright & 1899-2008 Hart lntereive, lne.

© Hart InterCivic, Inc.
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3. If you haven't already done so, set up
BOSS users and permission levels.

h Ballot Origination Software System - Olympic DH

File Election Reports | Administration Help

Mon-Election Tasks
Change Passward.,.
Users Maintenance, ..

Finalize Election fat Tally:

0 Go to the Administration menu and click
Non-Election Tasks. Click Yes.

U Go to the Administration menu and click
Users Maintenance.

| See: |
“Establishing BOSS User Permissions” on
page 12.

4. Create a BOSS database named
“<Description # Election Type date>".

Create Database

Select Database to Copy From

D atabase Description Database Status
ase] C ata. Default

Olympic DB 1 General 12.22.04 (12-23-04 5:22 pm) | C:ABOS55MD atabaseh041223-172154\B0550ATA DEFinalized

Olympic DB 1 Special 12.22.04 (12-23-04 %24 pr]  |CABOSS\Databaset0412231723014B0550ATA DEBallat Generated

Olympic 0B 1 Clased Primary 12.22.04 [12-2304 5:2 |C:ABOS55\D atabaseh 0412231724098 0550ATA DEFinalized

Olympic DB 1 Modified Closed Primary 12.22.04 (12- |C:ABOSS\Databaset041223-172519\B0550ATA DEFinalized

1ase

*New Database Description |\

Mew Database Path: c:\boss\database\041230-090141%

et _|

O Go to the File menu and click Open
Database. In the Open Database window,

click the __AddDatabase | ph)tton.

O Inthe Create Database window that appears,
select a database to copy from, and complete
the New Database Description field with a
description of the database, the sequence
number, the election name, and the date.

U To create a blank database, copy the
database from “(New Database)” (shown).

O Click OK.

| See: |
Suggested naming conventions in
“Database Management” on page 9.

5. Open the new BOSS database.

Srlect a Databasn 1o Dpen

Dipmgar L 1 Machhed Cloosd Frary 1222 04 [12
TRAmNG T

Add Datsbase | Diodetn Dotabasn | Aschive Dalsbate | Fnstonn Databasn

'3 I Cancel

In the Open Database window, double-click the
target database.

®

6. Define the primary election jurisdiction
information.

=lolx

Puoling Places.

* Llection Tt [Dherenc Hamen Elmeson

Balon Dot

Inhate rwupberd e sine "

Pty Mainienance | Select Langusges | Ballol Isainuction Teats | eflabe (ptioe | eSgan Dptions Savn | Cleae

U The Jurisdiction tab in the Jurisdiction
window opens when you open a database.
O Defining Jurisdiction information includes:
» Election Title for the header of the ballot

* Closed Primary or Modified Closed
Primary Election Type (does not appear
on the ballot)

» Election Date for the header of the ballot

+ State Code (does not appear on the ballot)

» Jurisdiction Organization

o Jurisdiction Title for the header of the
ballot

» Use of the Incumbent Indicator on reports

* Write-in label to appear on the ballot

» Precinct label to appear on the ballot

Page 50 Chapter 3 Creating a Primary Election
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®

7. Define primary election political parties
and primary ballot headers.

Privsy 5ot Header

Add | Detete | Add image

i Dot
Thae Dbt
Fled Dok
v [ ol

g Bkt

1.3 Cancel

Q Click the | Party Maintenance | button.

U Codeis arequired field. It will not appear on
ballots. It is for organizational purposes.

O Party Name is not a required field. Text
entered in this field will appear on the ballot in
association with candidates assigned to the
party code.

®

» Leave this field blank in order to use the
Party Code as a ballot organizer and
reporting tool , but to avoid having
candidate names show party affiliations on
the ballot.

U Primary Ballot Header is not a required field.
Text entered in this field will appear on the first
line of the ballot.

U Click OK to save data and close the window.

®

“NP” is a default Party Code in BOSS.
This Party cannot be deleted, but it can be
ignored by not associating any data with it,
if necessary.

In a modified closed primary election, the
Nonpartisan Party, regardless of actual
title, must be associated with the “NP”
code.

In a closed primary election, the “NP”
Party Code may be used for contests and
candidates, but Nonpartisan-only ballot
styles may not be created, and
Nonpartisan-only polling places may not
be set up.

[ See: |
“Establishing Election Types and

Organization Within BOSS” on page 13.

© Hart InterCivic, Inc.
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8. Select the languages to appear on ballots. O Click the | Select Languages | button.
U Select checkboxes to create ballots in
[ Selsct Languages languages other than English.

[T Amerian » Selected languages will have files for
[ Chinese translation available for export on the
™ llocano Translation and Recording Export/
[” Japanese Import tab of the Import/Export window.
M [fer=y QO Select the Reuse English Candidate Name
I'; 2:::‘23 in Every Language g:heckbox ir_1 order to use
I Tagog only the _Engllsh version of candidate names,
7 Vielnamese and to withhold this data from exports for

translation (i.e., no transliteration).
O Select the Reuse English Candidate Details
in Every Language checkbox in order to use
~Define Reusability only the English version of candidate details.

[v Reuze English Candidate Name in every language Q This data is not included in import files.
v Reuse English Candidate Details in every language Q Click OK to save data and close the window.
| See: |
[ 0K | Cancel “Translating Foreign Language Ballot Text”
on page 18.
9. Complete ballot instructions. Q Click the Ballot Instruction Texts I button.
Q Ballot instructions include:

[Polo TenmE B T b s B oot 2 - eSlate instructions to appear at the top of

the DRE ballot.

» eSlate audio instructions associated with

the text for the top of the DRE ballot.

& Bl Tt To * Ballot Now instructions to appear at the
top of the Ballot Now and eScan paper
ballots.

O You can copy ballot instructions from a .txt file

and paste them into BOSS fields. Use an
ASCII font such as Arial or Times New

= Roman. Do not use Unicode fonts.
_ Do | Coarty | [ J e ||| O Click OK to save data and close the window.

" eSlate Instruction Test

" eSlate Audio Prompt
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10. Define eSlate options. O Click the | eState Options | button.
O Define Election Day and Early Voting close
and suspend times. (Optional)

Election D'y Close Time: [13.00 2] « Use 24-hour clock settings.

Early Vating Suspend Time: [15:00 | » This option gives the Judge’s Booth

= Minutes Acsess Code is Active: |3n Controller (JBC) operator a warning if s/he
Retrievable E arly Yoting Ballats - attempts to close or suspend the polls

early, but it does not prevent such action.

=]

Surmmary Y enfication Font Size: 2

= * This data is not included in import files.

_Jiﬁuﬁ?zﬁ;léepm - v Early Voting suspend times should reflect

T, - the latest possible S|te_ suspend time.
S O Define the number of minutes the Access
Comins Gl Pk s M Code will be active after printing. (Required)

Include Provisional Ballots in Yote Totals: [~ « 30 minutes is the default setting.

—VBO Settings O Select the Retrievable Early Voting Ballots
VB Fequied: 2l option in accordance with applicable election
VBO Ballat Rejection Limit: B codes.

Prirt Ballot Key: ca » This associates a Ballot Code with all
early voting ballots, making these ballots
~ eSlate Passwords available for exclusion from tabulation.
* Administration Password: 21212 » This data is not included in import files.
= Stant-Up Password: fre Q Select a Summary/Verification font size.
*Election Day OPEN Password. [+ O Select the Allow Tally and Allow Write-In
* Election Day CLOSE Password: [ Report Print checkboxes in _order to aII_ow_the
e — reports aterclosing polls on Elestion Day.
Ealy Voting SUSFEND Password: | The Allow Tally box is checked by default.

U Select the Combine Split Precincts for

oKk | Cancel | Report and Include Provisional Ballots in

= — Vote Totals checkboxes in accordance with
applicable election codes.

O Select the VBO Required option in
accordance with applicable election codes.

U Select the number of times a ballot printout
can be rejected in the VBO Ballot Rejection
Limit field. The printout can be rejected a
maximum of five times.

O Select the Print Ballot Key option in
accordance with applicable election codes.
The box is checked by default.

U Enter eSlate Passwords. (Required)

» eSlate passwords must be uppercase and/
or numeric, six (6) characters.
» This data is not included in import files.
Document passwords in a secure location
& and share with support and poll worker
resources as needed. Passwords are not
viewable via BOSS reports or data export.
U Click OK to save data and close the window.
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11. Define eScan options, if applicable. Q Click the button.
U Define Election Day and Early Voting close
and suspend times. (Optional)
Flecton By Case Tne 19,00 = » Use 24-hour clock settings.
Bttt | L = » This option gives the eScan operator a
reSean P [ Ballot Pracessi warning if s/he attempts to close or
T EEE v | suspend the polls early, but it does not
St lpParovert - Pt cess prevent such action.
* Elaction Day POLL WORKER Password [+ & Biways Aocent . . . .. .
Hooion Dy CLOE Prsat * This data is not included in import files.
* Ealy Voking POLL WORKER Password: [ e —
B = © ra Early Voting suspend times should reflect
e e 1 ity the latest possible site suspend time.
Allovs Tally Report Pint I 7?_',”:;;"}2r ]
Conbine Splt Precinets inReport: r 5 Pol oo Aosents U Enter eScan Passwords. (Required)
irekice Fovtional Beofs noreTotdk: [ € by e « eScan passwords must be numeric, six (6)
characters.
DE Cancel_ | e This data is not included in import files.
Document passwords in a secure location
and share with support and poll worker
resources as needed. Passwords are not
viewable via BOSS reports or data export.
O Selectthe Allow Tally Report Print checkbox
to print the eScan tally tape.
U Select the Combine Split Precincts for
Report and Include Provisional Ballots in
Vote Totals checkboxes in accordance with
applicable election codes.
O Select Ballot Processing permissions.
Review ballot processing permission
& selections with elections officials. These
settings determine who is allowed override
permissions on the eScan device.
| See: |
“Planning for eScan Use” on page 21.
O Click OK to save data and close the window.
12. Save Jurisdiction tab data. O Click Save to save changes before exiting any
window or tab in BOSS.
Save | * You are prompted to save if you make
changes and try to exit the window or tab.
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applicable.

Fi tabiot thgmastion Sollmare System - Uyt 50 2 Chaved Prissary 10585

il Bkl

Totd Dutucts 3
Dot bt

Ditict Nma K rgleh s 4 qurecifkd.

_Swe | D |

Steps: Details:
13. Define precincts. Q In the Jurisdiction window, click the
e e e s Precincts tab to define precincts, splits, and
-~ the number of registered voters per party, per
e o Tkt precinct/split.
T : = — * The number of registered voters must be
::E_——;;- e - entered by party.
i o i « The Voters field will display the aggregate
o j e — total for all parties per precinct or split.
ﬂ » Arrow buttons move the selected row.
|
love one rawvy dowven ar up A T
Move one page down or up Ly 1T
“wnm],ﬁnm]:mnm, —r— Move to bottom or top of st LI 1T
14. Define districts and assign precincts, if Q Inthe Jurisdiction window, click the Districts

tab to define districts and assign precincts to

districts.

» Precincts and splits can be assigned to
multiple districts

* Arrow buttons add or remove precincts.

Add zelected £
Acdd all L4
Add zelected and associsted splits <5

Remove selected

=
|V|V

Femave all

Femove zelected and associated splits S
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®

15. Define closed primary election contests.

Totw Cornste §

[ Cominal | Ak sl Tt | oot Condest sn Walot Voot | Conbmst Db |

Tt

o 0 - |

O In the Jurisdiction window, click the
Contests tab to define contests and Ballot
Text, and to assign districts or precincts to
contests.

®

» Use the Contest Description field as an
organizational tool to identify Party
affiliations for contests.

* The Active Contest Details window is
available for each contest by double-
clicking on the target contest.

» Arrow buttons add or remove districts

Add zelected 4
Acld all

s
v|A

Remove selected

Remove al B

®

16. OR Define modified closed primary
election contests.

Totw Cornate 10

[ Cominal | Ak sl Tt | oot Condest sn Wt Voot | Conbmst Dby |

o 0 - |

Contet it Kb o 4 g ikt

O In the Jurisdiction window, click the
Contests tab to define contests and Ballot
Text, and to assign districts or precincts to
contests.

Use the Contest Description field as an
organizational tool to identify Party
affiliations for contests.

The Active Contest Details window is
available for each contest by double-
clicking on the target contest.

Arrow buttons add or remove districts

Add selected <
Acdd all

Remove selected

e s

Remaove all

®

17. Define precinct-level contests, if
applicable.

O Inthe Jurisdiction window, click the
Precinct-Level Contests tab to define
contests and Ballot Text, and to assign
precincts to contests.

* Use the Contest Description field as an
organizational tool to identify Party
affiliations for contests.

Precinct-Level contests in an election
organized by districts can be included as
single-precinct districts.
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®

18. Define closed primary election polling

i Babin rigimation Seflmare Systems - Uyt 04 2 Choser Primsary 1LOS85 i8]z
T Docton Raports_Admnstraton P
Jusisdiction Frecincts | Districts Contnsts Polliag Ploce | Fictat |
Pollng Maces and Frecnct Assigrments
Preciret 13 Poling Place Ausigresets b + Elecion Day.  Exl Ve
- it Precrets
HED
AT
i
HED
m <
| |
e =
It =
(E—
L |
e
=
Tota Pl Flacws: &
[ Py Place ] Dl Poling Procs e | Due |

Q In the Jurisdiction window, click the Polling
Places tab to define polling places and assign
precincts to polling places.

U In a closed primary election, polling places
may be identified as party-specific or as
shared by all parties via the Party Code drop-
down window.

U Party-specific polling places will have one
JBC assigned to each party and only that
party’s ballot styles will be available at that
JBC.

O Shared polling places will have all parties
available per JBC, and the JBC operator will
assign each voter his or her correct ballot

style (party).

®

» Election Day precincts assigned to shared
polling places are removed from the list of
Available Precincts for all parties

®

» Election Day precincts assigned to party-
specific polling places are removed from
the list of Available Precincts for those
parties already assigned

» Early Voting precincts may be assigned to
multiple polling places

* Arrow buttons add or remove precincts.

Add zelected <

Add all {4

Add selected and associated splits <5
Remove selected F

Remove all >

Remove selected and associated splits S

© Hart InterCivic, Inc.

Chapter 3 Creating a Primary Election Page 57



BOSS Training Manual

6300-002 62C

Steps:

Details:

®

19. OR Define modified closed primary
election polling places.

Fi tialion Giginuation Seflmare: System - Dlymgic 01 2 Modded Clased Primary 185,05 =l x|

Fie Dction Reports Adwewtrsbon Hep

durischction | Frecncts |

Pollng Places and Pracinct Assigraents
Preciret 12 Poling Place husgresnts b (& Eeetion Day — Exvl Vet

Disicts | Cortosts Poflag Places | Fuoimton |

[ Pl Place e

Total Poling Maces 2
Dot rtg e

2 iy Liniey Mesihed et Ponary

Fiace [ [

il Bkl

Save Choan

Q In the Jurisdiction window, click the Polling
Places tab to define polling places and assign
precincts to polling places.

U In a modified closed primary election, precinct
assignments to polling places work as in a
general or special election.

U The JBC operator will assign each voter his or
her correct ballot style (party).

» Election Day precincts assigned are
removed from the list of Available
Precincts

» Early Voting precincts may be assigned to
multiple polling places

* Arrow buttons add or remove precincts.

Add zelected £
Acdd all L4
Add zelected and associsted splits <5

Remove selected

|V

Femove all >

Femove zelected and associated splits S

20. Select ballot rotation type.

Fi Balion Geignation Seltwarr: Systbem - Dyt B8 | Goseral 122284

Save Choan

O Inthe Jurisdiction window, click the Rotation
tab to define rotation type.

* No Rotation is an available option.

» Arrotation index of “0” equals ballot order
as presented in the Active Contests
window.

* In California databases, the button

| LCalifornia Rotation Wizard |

appears.

|_See: |

The BOSS Operations Manual for more
information about ballot rotation.
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21. Add primary election contest details in the
Active Contests window.

i tive Corde

,,,,,,,,

_Swe | gwe |

U Go to the Election menu and click Active
Contests.
O Actions available in the Active Contests
window include:
* Changing contest sequence with the
arrow buttons
» Adding options (e.g., candidates)
» Associating parties with candidates
> For reporting purposes, you should
associate parties with candidates in
primary elections. You can avoid
showing the party name for each
candidate on the ballot by leaving the
Party Name fields blank in the Party
Maintenance window.
» Adding candidate details (e.g., delegates,
occupations)
» Changing option sequence with the arrow
buttons
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®

22. Edit primary election active contests in the
Contest Details window.

Contest Details

—Define Contest Details

* Contest Title: IF’reswdant

Contest Description; IConlest

Contest Type: I Qffice j
Primary Party Affiliation: I [DEM) Democratic j
Enable Fotation ]  eSlate Contest Position
Inelude it Straight Party r & Mo Foice
Curnulative r " Force to Mew Column
R ta Hew P,
Fractional Cumulative 'l oS IR0y Pl
Common Contest r =
— Ballot Now Contest Position
Inzlude in Hion-Partisan Ballats
. & Mo Force
Number of Yalid Choices: 1 £~ Faoree to New Column
" Force to New Page
Humber of Write-Ins: - e
Instruction Text. | Broposition Test.. | Dependent On... | Add Image |
Previous Contest | Mext Contest | Cancel |

QO Click the |__ Editactive Cortest | button or

double-click a contest to open the Contest
Details window (also available from the
Jurisdiction window, Contests tab).

U Actions available in the Contest Details
window include:
» Identifying contest type (straight party,

office, proposition)

» Assigning Primary Party affiliation
> Assign each contest to the Party
identified in the Contest Description
field
» Enabling Rotation (checked and grayed
when No Rotation is selected on the
Rotation tab)
» ldentifying cumulative contests
» |dentifying fractional cumulative contests
» |dentifying common contests (leave
unchecked unless otherwise directed)

* Including contest in Nonpartisan ballots, if
a modified closed primary election

» Identifying the number of valid choices
and write-ins

» Adding contest-level instructions

* Adding Proposition Text

» Defining dependencies

» Forcing contest position

» Adding images to the ballot

Force data is not imported.

Ballot Now contest position forces apply to
all paper ballots (eScan and Ballot Now).

|_See: |

“Ballot Images” on page 15.

The BOSS Operations Manual for more
information about adding images.
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23. Proofread the available ballot reports, and
make corrections if necessary.

k| Ballot Origination Software System - Olympic DB 1 General 12.22.04
File Election | Reparts Administration  Help

Active Contests
Audit Trail

Ballot Content Proof
EBallot Style Reports

—

Ballat: Styles by Precinck
Ballot: Styles by Districk

Precinct Assignments )
Precinct Mot Assigned

Early Yoting Detail
Election Day Yoting  * Summary

Detail
Summary

Contest List

Districk Reports
Media Production List

Paolling Place List 3

Precinct List

Security Audit |

O Before generating, go to the Reports menu

and click the following menu items:

» Active Contests to view the “Active
Contests Options List” report

+ Contest List to view the “Contest List with
Details” report

» District Reports, Precinct Assignments
to view the “Assigned Precinct Report”.

“Ballot Content Proof” and ballot style

reports are not available until after
generating and accepting the ballot.

24. As a risk-reduction measure, back up U Go to the Election Menu, click Import/
BOSS data and the database. Export, and then click the Export tab.
24.1 Export all BOSS data files. » Create an election folder with the date and
S time.
o - || et « Highlight (ALL) in the Select Element
3 and Path/File to Export panel.
* Click the button and navigate to the
folder you created.
. Clickthe __ ExpotRecords | 1 ion ang
respond to the dialog boxes that appear.
e Save export files to CD.
» Repeat this process after database
s o changes.
—
—— ot | [ Note: |
Page layout and password data are not
exported.
24.2 Archive the database and save to CD. | O Go to the File menu and click Open
Database.
e » Create an election folder with the date and
time.
» Highlight the target database.
| + Click the __AwchiveDatabase | 1,
A Dtsboe | _ Dokt Duabors_| i Dt | v Ot (08 ] foca | .
* Follow prompts to navigate to the folder
you created.
» Click Save.
* Burn this folder to CD.
* Repeat this process after the database
changes.
| See: |

“Appendix D: Backing Up Election
Databases” on page 113.

© Hart InterCivic, Inc.

Chapter 3 Creating a Primary Election Page 61




BOSS Training Manual

6300-002 62C

Ttanikasion asd Aocosding Espoet Rapart

Steps: Details:

25. (Optional) Prepare for ballot translation O Go to the Election menu and click Ballot
and transliteration by proofreading the Formats. Click the Ballot Templates tab,
existing ballots. choose one or more templates, and click the

Generate Preview button. On the Ballot
Preview tab, proofread each ballot style and
click Reject when exiting the window.

26. Create four folders on the PC Desktop for | O Hart recommends that you give the folders the
data import and export. following names:

* Export Text
e Import Text
» Export Audio
e Import Audio

27. Export text for multi-language ballot O Go to the Election menu, click Import/
translation, if applicable. If your ballot is in Export, and then click the Translation and
English only, proceed to step 32. Recording Export/Import tab.

T .2 | 1 Navigate to the Export Text folder and click

Export Texts for Translation

the | button.

[ See: |
The BOSS Operations Manual for detailed
information about foreign language import/

folder into the Jobs folder.

export.

Enport Tests bor Trasalation Enpert Aude Prompts ber Recerdng
Select largrasge for exprnt Solect largrasge for ewuet ’ﬁ
i the path s i gt et | ;n-:;»m-‘-:wuummx e, ]
;iws-nrm |
7 Enkes impest path s ol e Fle: ot =l  Erben g poh b o i e ket =
s e cetie | L I |
Ll

28. Move the contents of the Export Text

You must move files for translation into the
Jobs folder in order for TRANS to
recognize them.

29. Use TRANS to translate text for multi-
language ballots.

| See: |
The TRANS User Guide for detailed
information about foreign language
translation and recording.

30. Move the text files (.xIf) from the Jobs
folder to the Import Text folder.

You must move the translated files from
the Jobs folder in order to use them in
BOSS.
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31. Import translated text for multi-language
ballots.
Import T lated Texts

{+ Enter import path for all ket fles: Ic:\boss\import\

(= Enter import filepath name for one test file: I _I

Import Translated Texts

O Onthe Translation and Recording Import/
Export tab of the Import/Export window,
navigate to the Import Text folder and click

| button.

the Import Translated Texts

32. Export English text for recording in
TRANS.

=

— Export Audio Prompts for R g

Select language for export: ALL j

Enter the path name for export of audio prompts:
¥ Export Ballot Tests

[~ Export Static Texts

¥ Export Missing Audia Only

Export Audio Data for Recording |

— lmport R ded Audio
{* Enter impart path for all audio files: Ic:\boss\import\ _I
" Enter import filepath name for one audio file: I _I

Import Recorded Audio |

O Onthe Translation and Recording Export/
Import tab of the Import/Export window,
navigate to Export Audio folder and click the

Export Audio Data for Recording | DUTtON.

O English audio prompts can be exported,
recorded, and imported at any time after
completing data entry and before generating
the ballot.

O English audio can be recorded while foreign
language text is being translated.

[ See: |
“Recording Audio” on page 19.

33. Export audio prompts for multi-language
audio recording in TRANS, if applicable.

-

Export Audio Prompts for B g

U On the Translation and Recording Import/
Export tab of the Import/Export window,
navigate to the Export Audio folder and click

folder into the Jobs folder.

AT S p— |ALL j the Export Audio Data for Recording I button.
Enter the path name for export of audio prompts: | \boss\export’, N
[+ Export Ballat Texts I _I ‘ A A
I Export Static Tests Export Audio Data for Recording | “Translating Foreign Language Ballot Text”
¥ Export Missing Audia Only on page 18
34. Move the contents of the Export Audio

You must move files for recording into the
Jobs folder in order for TRANS to
recognize them.

35. Use TRANS to record English and, if
applicable, multi-language audio.

| See: |
The TRANS User Guide for detailed
information about foreign language
translation and recording.

36. Move the recorded audio files (.xml and
.wav) to the Import Audio folder.

You must move the recorded files from the
Jobs folder in order to use them in BOSS.
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37. Import recorded audio files.

ded Audio

Import B

{* Enter impart path for all audio files: Ic:\boss\import\

= Enter import filepath name for one audio file: I _I

Import Recorded Audio

On the Translation and Recording Import/

Export tab of the Import/Export window:

» Click the “Enter import path for all audio
files” radio button to import multiple audio
files for a multi-language ballot.

* Click the “Enter import filepath name for
one audio file” radio button to import one
audio file for an English-only ballot.

Navigate to the Audio Import folder and click

the Import Recorded Audio I button

38. Verify that the ballot is complete.

Haliot Dot Validation | Babot Tomplotas |

v

il
:
i

HE AUDIO RECORDINGS E
H e
Ll
Ll
Ll
L] Larguage
Ergish.
g Krgheh
Ergish.
g(, Kegih
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Ergish.
Erglsh
=
[CickobobaTompiorns ] BintDotehs e |

Go to the Election menu and click Ballot

Formats.

View the Ballot Data Validation tab to verify

that the ballot is complete.

» A green circle indicates that the
information is complete.

» Avyellow triangle indicates that information
is incomplete, but you can still generate
the ballot.

» Ared square indicates that the information
is incomplete and you cannot generate the
ballot until you supply the missing
information.

39. As a risk-reduction measure, back up
BOSS data and the database.
39.1 Export all BOSS data files.

Expan | Torrtoion ot P E st gt

| i
el

00000000 OOD

witen Recends D

Create an election folder with the date, time,

and contents (in this case, BOSS data files).

Go to the Election Menu, click Import/

Export, and then click the Export tab.

» Highlight (ALL) in the Select Element
and Path/File to Export panel.

* Click the button and navigate to the
folder you created.

Export Becords

* Click the | button and
respond to the dialog boxes that appear.

» Save the export files to CD.

* Repeat this process after the database
changes.
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— Export Texts for T
Select language for export: AL

Enter the path name for export text file[z]:

39.2 Export all translated text and recorded
audio.

-

]

Export Texts for Translation |

Ic:\boss\export\

r

— Export Audio Prompts for R g
Select language for export:

Enter the path name for export of audio prompts: Ic:\boss\export\
¥ Export Ballot Tests

=

aLL |
L

Export Audio Data for Recording |

O Create an election folder with the date, time,
and contents (in this case, translated text and
audio).

O After completing translations and audio,
export ALL foreign language text and ALL
audio from the Translation and Recording
Export/Import tab.

» Navigate to the folder you created and

CIiCk the Export Texts for Translation |
button.

& Deselect the [~ Export Missing Audio Drlg
checkbox.

* Navigate to the folder you created and

CIiCk the Expont Audio Data for Recording |

button.

» Save the export files to CD.

* Repeat this process after the database
changes.

39.3 Archive the database and save to CD.

A Databare | Dedete Databave | Aschiye Database | feators Database

Q Create an election folder with the date, time,
and contents (in this case, the archived BOSS
database).

O Go to the File menu and click Open
Database.

» Highlight the target database.

Archive Databaze

» Click the I button.

* Navigate to the folder you created.

» Click Save.

* Burn this folder to CD.

* Repeat this process after the database
changes.

| See: |
“Appendix D: Backing Up Election

Databases” on page 113.
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40. Select templates and preview ballots.
et Gommitisnpresiem |

ol Dats Vishdatcn HaSat Tesplnios |

Salact atilain Templainy

i

=

Vet
e

Vet

e

U Go to the Election menu and click Ballot

Formats.

U Click the Ballot Templates tab and choose
templates and paper size.

» Select paper ballot (Ballot Now/eScan)
and eSlate DRE ballots in all formats and
languages needed.

» If images have been added to the ballots,
choose image-enabled templates. To
obtain these templates, contact Hart
InterCivic.

» Take written note of template(s) selected.

If choosing paper ballot templates for use
with the eScan, you must create passwords
in the eScan Options window. Although
eScan cannot be operated without
passwords, it is possible to generate the
ballot in BOSS without defining eScan

passwords.
& The eScan device does not accept 11x17
ballots.
+  Click the Generate Preview | pytton,

41. Proofread the ballot on the Ballot Preview
tab.

al?l x|

Balict Diatn Vinkdasion

Seleoet Ballel 1n Povm
Templaes

Hreonct L0014

O Print ballot previews in order to proofread all
formats, ballot styles, and languages, before
accepting ballot generation.

U Determine the maximum length of any ballot,
and consider revising format to reduce length
(e.g., to keep paper ballots to one sheet).

| Tip(s):

State Reprosentative, District
|5

Dan Jansen
o el

[ ackie Jayner.Kerses
Dvangs

ALCEPT Ballat

Right-click the ballot image and choose
Save Picture As... in order to save the
ballot page as a “*.bmp” graphic file (for
use in sample ballot flyers, for example).
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42. Generate the ballot, or go back to make
corrections.

Fi Balion Geignation Seltwarr: Systbem - Dyt B8 | Goseral 122284

al?l x|
Fle_[ection_faports _ddmrstrabon e

Joabot comeratmmrenen .

Bualict Dt Vinbdntan Ballot Templates Ballot Privine
Select Ballel o Previem Selected Balol Fapview
Temglaes Aokl Saw © FitoWindo & Cuton [T %
T L T
" Ofticial Ballot
Diyregie Names Election

sample Courty
Devember 22, 2908

Instruction Mete:

Fage 112 Hreonct_wC16
State Reprozentative, Distriet
Ta vats far tha candidaty of your | [5

heber, or to wote “For or
“AgainE’ 4 proposiion o the
Bascn, rotaRe the SELECT wheel
1o highlight your cholce. Press
EMTER 13 mask your cholee.
Press the HELP button for
assistance.

Dan Jansen
o Valim

[ ackie Jayner.Kerses
Dvangs

[ Randy Snow

Honpartioan

o Straight Party State Superintendent of
) Blue Schoals
o (=[] [ Bennie Blair
[ IO Yellow Ll
piad O] Grange o Bruce Jenner
(] find

g 2o B | [ryw—— | [Tax Azzassar Caactar Il =l

« | <« | Paelez = w |
— jmage | P Bl | o Oe |

Once you accept the ballot, you cannot
enter new data in this BOSS database.

U To accept ballot generation, click the
ACCEPT Ballot

| button on the
Ballot Preview tab.
» Confirm ballot acceptance in the dialog
box that appears.
O To reject ballot generation, close the Ballot
Generation/Preview window and click
Reject.

43. If you haven't already done so, insert the
eCM into a USB port and complete
acceptance of ballot generation.

O Before accepting ballot generation, the BOSS
application will prompt you to enter the eCM
PIN.

eCM PIN Required
eSlate Cryptographic Module PIN

Enter PIM:

o]

Cancel |

U The eCM can be removed from the USB port

after the ballot has been accepted.

O Store the eCM in a secure location.

44. Print Ballot Style reports.

k| Ballot Origination Software System - Olympic DB 1 General 12.22.04
File Election | Reparts Administration  Help

Active Contests
Audit Trail
Ballot Content Proof

—

Ballat: Styles by Precinck |

EBallot Style Reports

Contest List Ballot: Styles by Districk

Precinct Assignments )
Precinct Mot Assigned

Districk Reports
Media Production List

Paolling Place List Early Yoting Detail

Precinck Lisk Election Day Yoting  * Summary

Security Audit | Detail
Summary

O Go to the Reports menu and click the

following menu items:

« Ballot Content Proof to view and print a
report detailing precincts, contests, and
registered voters per ballot style

» Ballot Style by District to view and print
a report detailing all ballot styles and
associated districts and precincts

- Ballot Style by Precinct to view and print
a report detailing all ballot styles and
assigned precincts (for election organized
by precinct-contest associations)
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45, Create the Mobile Ballot Boxes (MBBs) for
use in the JBCs, eScan devices, Ballot
Now PCs, and SERVO, Audio cards for
DAU eSlates, and/or Demo cards for
eSlate Demonstration units.

Fi Balion Geignation Seltwarr: Systbem - Dyt B8 | Goseral 122284

al?l x|

CadiD Cieation Date

o i Thecten
Etsadn 1

008 11004 bt i iecten
0 1222004 11 2845 Etsadn 1 Electen

Tots Care himery
4

O Goto the Election menu and click Write
Ballot Media.
& Decide the number of cards needed for the
election, including recovery and SERVO
MBBs.

[ See: |
“Planning Ballot Media Quantities” on

page 24.

» Select the desired Quantity, Card Type
and Mode options

. Clickthe | WteMedia | 11100 and
follow the prompts to create media.
|_See: |

“Planning for eScan Use” on page 21.

“Planning for Demonstration eSlate Use”
on page 23.

46. Print reports.

k| Ballot Origination Software System - Olympic DB 1 General 12.22.04
File Election | Reparts Administration  Help

Active Contests
Audit Trail
Ballot Content Proof

ﬁ—

Ballat: Styles by Precinck
Ballot: Styles by Districk

Precinct Assignments )
Precinct Mot Assigned

Early Yoting Detail
Election Day Yoting  * Summary

Detail
Summary

EBallot Style Reports
Contest List

Districk Reports
Media Production List

Paolling Place List 3

Precinct List

Security Audit |

U Go to the Reports menu and click, at
minimum, the following:

e Audit Trail to view and print a report
giving a record of operator actions

* Media Production List to view and print a
report documenting all media produced by
sequential serial number, card type, time
created, and card mode.

» Polling Place List/Early Voting/
Summary and Polling Place List/
Election Day/Summary to view and print
reports necessary for warehouse/support
personnel or JBC operators to assign
polling place IDs to JBCs.

If the eScan is to be used in Absentee
mode, obtain the Absentee polling place ID
by viewing the Polling Places tab in the
Jurisdiction window after generating with
paper ballot template(s).

Page 68 Chapter 3 Creating a Primary Election

© Hart InterCivic, Inc.



6300-002 62C

BOSS Training Manual

Steps:

Details:

47. Verify that the MBBs and Audio cards
contain the required information in the
desired format.

——
G HART
= atercthy
- |5
" i
@ =
=R (0 NOT RO BEND OR CRUSH =
DB KEEP AWAY FROM MOISTURE
S KEEF CONNECTOR CLEAN
S AVOID HIGH TEMPERATURES Ty —
7= AN DIRECT SUNLIGHT 250,568 BE

O View/listen to test mode cards on the JBC and
DAU eSlate, eScan, and/or with Ballot Now.
U Conduct a Logic and Accuracy Test (L&A).

|_See: |

The Tally Training Manual for instructions
on conducting an L&A with the system.

48. If necessary, copy the database forward
(naming it according to conventions),
delete the defective version, make
corrections in the new database, and
repeat necessary steps.

Create Database E

Select Database to Copy From

Database Description Database Filepath Database Statu ~
Olyrnpic: DB 1 Closed Primany 12 22 04 [12-23-04 5:2 | CABOS 55D atabasei041223-1 72400805 50ATA DEFinalized

Olpmpic: DB 1 Modified Closed Primary 12.22.04 (12 [CABOSS5\Databaset041223-17251 B0SSDATA DEFinalized
TRAINING 1 General 12.30.04 c:hbosshdatabaseh041230-0901414BossData db Open
c:\bosshdatabaseh041 230

cihbosshdatabase 0G0 03-23471 2\BossData.db Open

Data.db Open

Tiaining 2 General 12.30.04

Dlprpic: DB 2 General 1.03.05

4| | _"_I
* New Database Description: [TRAINING 3 Genersl 01.04.05
New Database Path c:\boss\database\050104-123510%

|_See: |

“Database Management” on page 9.

“Appendix F: Copying Forward a BOSS
Database” on page 117.

49. As a risk-reduction measure, archive the
database and save to CD.

Datidace Samss_|
Frkoad
B Gerensend

Frukead
Eraizes

Ogen

A Databare | Dedete Databave | Aschiye Database | feators Database

U Create an election folder with the date, time,
and contents (in this case, the archived BOSS
database).

O Go to the File menu and click Open
Database.

» Highlight the target database.

Archive Databaze

» Click the I button.

* Navigate to the folder you created.

» Click Save.

* Burn the database to CD.

* Repeat this process after the database
changes.

| See: |
“Appendix D: Backing Up Election
Databases” on page 113.
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50. Finalize the BOSS database for Tally.

k| Ballot Origination Software System - Olympic DB

Filz Election Reports | administration  Help

Mon-Election Tasks
Change Passwond. .,
[Usersiaintenance: .

Finalize Election For Tally

Once the BOSS database is finalized,
media can no longer be created from this
database.

O Verify that all necessary media has been
created.

O Go to the Administration menu and click
Finalize Election for Tally.

51. As a risk-reduction measure, archive the
database and save to CD.

Datidace Samss_|
Frkoad

B Germaled
Frukead
Chympac 8 1 Mochbed Cloned Famary 122208 12| CABOES\Databanel ssialale Eraizes

TRl TIFE T ey 3

A Databare | Dedete Databave | Aschiye Database | feators Database

O Go to the File menu and click Open
Database.
» Highlight the target database.

e Click the _ Archive Database I button.

* Follow prompts to navigate to the target
location.

* Name and time-stamp, and then save, the
database.

* Burn the database to CD.
* Repeat this process after the database
changes.

| See: |
“Appendix D: Backing Up Election

Databases” on page 113.

52. Exit BOSS.

Filz Election Reports Administration
Open Database. ..

Exit

v 1 Jurisdiction
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Chapter 4

Using Imported Data to Create an Election

Overview of the Data Import Process

You can create BOSS databases by manually entering data in BOSS as shown in the previous chapters,
or by importing ASCII text files through the Import tab of the Import/Export window. This chapter
outlines procedures for creating a BOSS database by importing data files.

Guidelines Regarding Data Entry Methods

You can build a BOSS database with a mix of imported ASCII data and data manually entered through
the BOSS user interface. ASCII text files show the data in tab-delimited fields and may only contain
numeric values and English text. Some BOSS windows require updating in the BOSS GUI after a data
import.

File Formats

BOSS data import files are ASCII text files containing records of tab-delimited fields. These files might be
exports from a previous BOSS database, exports from a voter registration system, or files created in MS
Excel and saved as tab-delimited text files.
» Itis not necessary that non-numeric (character, variable character) fields be enclosed by double
guotation marks, unless it is intended for a tab character to be part of the field.
» Allimported external IDs will be imported as system IDs and used for processing and export

identifiers when the | Import Estemal IDs as System IDs|  checkbox is selected. If import file external IDs
are numeric, this checkbox should be selected.
» Allimported external IDs are preserved in BOSS, and BOSS creates its own set of unique

identifiers upon import when the | Import Extemal IDs as SystemIDs|  checkbox is not selected. BOSS

uses these unique identifiers for processing and export identifiers. If import file external IDs are

alphanumeric, this checkbox should not be selected.

» If creating data files, refer to the file format tables in the BOSS Operations Manual. Note the

following data type descriptions:

> “Varchar” (alphanumeric variable character) data fields are those that have a limited
character length

> “Char” (alphanumeric character) data fields are those that have a required character length

> “Integer” (positive whole number) data fields have required number values and associations

> “TinyInt” (positive whole number) data fields are those that have required number values of
“0” or “1”

> “Numeric” data fields are fields containing number values

> “Unsigned Int” (non-negative whole number) data fields have required number values and
associations.
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Data File Contents

The following table lists the data files that may be imported into, or exported from, BOSS through the
Import and Export tabs in the Import/Export window. Data files are listed here in the order they appear

in the tabs.

Data File (File Name):

Related BOSS Window/Tab:

Election Data (ELECTION)

Jurisdiction window, Jurisdiction and Rotation tabs,
and eSlate Options window

Party List (PARTY)

Party Maintenance window

Ballot Instructions
(BALLOT_INSTRUCTION)

Ballot Instructions window

Polling Places (POLLING_PLACE)

Polling place and party data in the Jurisdiction window,
Polling Places tab

Precincts (PRECINCT)

Precinct and aggregated registered voter data per precinct
in the Jurisdiction window, Precincts tab

Party Precinct Voters
(PARTY_VOTERS)

Party-specific registered voter data per precinct in the
Jurisdiction window, Precincts tab

Polling Place and Precinct Associations
(POLLING_PLACE_AND_PRECINCT)

Precinct-to-polling place data in the Jurisdiction window,
Polling Places tab

Districts (DISTRICT)

District data for the Jurisdiction window, Districts tab

Precinct and District Associations
(PRECINCT_AND_DISTRICT)

Precinct-to-district data in the Jurisdiction window,
Districts tab

Contests (CONTEST)

Contest data in the Jurisdiction window, Contests tab,
Active Contests window, and Contest Details window

District and Contest Associations
(DISTRICT_AND_CONTEST)

District-to-contest data in the Jurisdiction window,
Contests tab for precinct/district/contest elections

Precinct-Level Contests
(PRECINCT_LEVEL_CONTEST)

Contest data in the Jurisdiction window, Precinct-Level
Contests tab, Active Contests window, and Contest
Details window

Precinct and Precinct-Level Contest
Associations (PLC_AND_PRECINCT)

Precinct-to-contest data in the Jurisdiction window,
Precinct-Level Contests tab

Candidates (CANDIDATE)

Candidate data in the Active Contests window

Candidate Details
(CANDIDATE_DETAIL)

Candidate detail data in the Active Contests window

Contest and Precinct Associations
(CONTEST_AND_PRECINCT)

Contest-to-precinct data in the Jurisdiction window,
Contests tab

Ballot Images (BALLOT_IMAGES)

Ballot image data in the Add Image window

|_See: |

The BOSS Operations Manual for specific information on import/export data files and file formats.
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Best Practices for Successful Data Import

The following are some recommendations and notes regarding importing data into BOSS.
O Initially, imports should be performed on a blank BOSS database created from the system default.

&The following data elements are not imported, and must be entered via the BOSS GUI:

» Language choices for the ballot (enter via the Select Language Details window)

» Election Day Close Time (enter via the eSlate Options and eScan Options windows)

» Early Voting Suspend Time (enter via the eSlate Options and eScan Options windows)

* Retrievable Early Voting Ballots selection (enter via the eSlate Options window)

» eSlate and eScan Passwords (enter via the eSlate Options and eScan Options windows)

» eSlate Contest Position forces (enter via the Contest Details window)

» Ballot Now/eScan paper ballot Contest Position forces (enter via the Contest Details window)
U The “Election Date” field in the “Election Data” file may not be prior to the current date set on the PC

being used to create the database.

» If the “Election Date” field is prior to the current date, correct the date in the import file and re-

import (or use the “Repair” function in BOSS).

“Absentee” polling places associated with Ballot Now cannot be imported from the “Polling
Places” or “Polling Place and Precinct Associations” data files.

« If data files were created by exporting from a previously generated BOSS database that included
Ballot Now formatting, delete the “Absentee” associated fields from the import files before
importing (or use the “Repair” function in BOSS). BOSS automatically creates an “Absentee”
polling place and precinct associations when a Ballot Now format is generated.

O Itis most efficient to choose the import “ALL” option, rather than importing one data file at a time. If
some data does not require replacement, click Cancel to skip those files.

O It is most efficient to copy import data files to the directory C:\Boss\Import.

» This is the default location for BOSS import files, so using this directory allows you to avoid
navigating to another location.

* By copying to this directory original data files are preserved in a separate location.

Q Itis sometimes more efficient and effective to cancel the import process and correct the import file
rather than attempting to repair the import data or commit without repair through the BOSS Import/
Export window, Import tab.

« Errors in the original import file can be viewed through the BOSS Import/Export window, Import
tab without necessitating repairing from that location or committing without repair.

» Correcting the original import file directly ensures that the import file is an accurate record of the
actual data in BOSS.

« Committing the defective import without repair may lead to database, or ballot style, errors
because of missing data.

» Once the import “ALL” process is stopped in order to make a repair, all following imports must
proceed one data file at a time (this slows down the process).

The “Repair” function may be used successfully to complete import processes without correcting
source files. If this is done, the data should then be exported from BOSS in order to create new
source data files reflecting the contents of the BOSS election database.
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Procedures are presented here in brief. General, Special, and Primary elections can be created via data
imports. The examples here show a General Election.

|_See: |

The BOSS Operations Manual for detailed information on performing data imports.

Steps: Details:

1. Double-click the BOSS desktop shortcut

OR Go to Start/Programs/Hart InterCivic/BOSS
to open the application.

@ “Windows Update @ Accessones L4

(5 AdobeAciobat 4.0 ¥ |
E E Programs »|B5 Hart InterCivic L4 B BOSS
:z @ Documents L4
E % Settings L4
p @ Search L4
=] @ Help
- Run...
§ 7 Shut Diown...

2. Loginto BOSS as a user with all

BOSS 4.3

Ballot Origination Software System ™

HART

intercivic

h

Copyright & 1899-2008 Hart lntereive, lne.

3. Ifyou haven't already done so, set up U Goto the Administration menu and click
BOSS users and permission levels. Non-Election Tasks. Click Yes.
h Ballot Origination Software System - Olympic DH D Goto the AdmlnlStratlon menu and CIICk
Fle Election Reperts | Administration Help Users Maintenance.
_ Mon-Election Tasks .
Chiange Password,,. ‘. .. .. ”
Isers Maintenance, .. ESta.b“Shlng BOSS User PermISSIOnS On
Finalize Election fat Tally: pa‘ge 12.
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Details:

4, Create a BOSS database named
“<Description # Election Type date>".

Create Database

Select Database to Copy From

Database Description Database Status

a3 CAB0S5\D atabase
Olympic DB 1 General 12.22.04 (122304 5:22 pm) |CABOSSAD atabase!
Olympic DB 1 Special 12.22.04 (12-23-04 5:24 pm]  |CABOS5\D atabase!\041223-172301\8055DATA DB allot Generated
Olprnpic DB 1 Closed Primary 12.22.04 [12-23-04 5.2 |C:AB05 550 atabaseh041223-17240348 055DATA DEFinalized
Dlympic DB 1 Modified Closed Primary 12.22.04 (12- |CABOS5\D atabase!\041223-17251 \B05SDATA. DEFinalized

Finalized

* New Datahass Description: |\

Mew Database Path c:\boss\database\041230-090141%

Cocel_|

O Go to the File menu and click Open
Database. In the Open Database window,

click the __Addbabase | pytton.

O Inthe Create Database window that appears,
select a database copy from, and complete
the New Database Description field with a
description of the database, the sequence
number, the election name, and the date.

O To create a blank database, copy the
database from “(New Database)”.

Q Click OK.

|_See: |

Suggested naming conventions in
“Database Management” on page 9.

5. Open the new BOSS database.

lppen ok abase

Seloet  Diatabase 1o Opes

Clatataon Flepah. J

Databain Descrption

Add Datatiass | pobeln Databare | Archies Dalabaas | flestom Datshas |

| cmen |

In the Open Database window, double-click the
target database.

6. Create or obtain import files and copy to

C:\Boss\Import.

& C:\Boss\ Import =10l =]
File Edit Wew Favorites Tools  Help |
dack - = - | Qsearch L7 Folders @l 502 5 oy | -

Address |3 C:\BossImport =l @e
Mame * | Size | Type | Modified |

BALLOT_INSTRUCTION,Ext 1KE Text Document 12§22/2004 11:29 AM

CANDIDATE. bxb 1KB Text Document 1/5/2005 2:28 PM

CANDIDATE_DETAIL bxt 1KB  Text Document 12§22j2004 11:29 AM

COMTEST. kxt 2KB  Text Document 12§22/2004 11:29 AM

DISTRICT.kxt 1KB Text Document 12/22{2004 11:29 AM

DISTRICT_AND_CONTEST. bxk 1KB  Text Document 12§22j2004 11:29 AM

ELECTION. bxt 1KE Text Document 1/5/2005 12:03 PM

PARTY bxt 1KB Text Document 12/22{2004 11:29 AM

PARTY_WOTERS. bk 1KB Text Document 12§22j2004 11:29 AM

POLLING_PLACE.Ext 1KE Text Document 1/5/2005 12:10 PM

POLLING_PLACE_AMD_PRECIMCT.bxt 1KB Text Document 1/5/2005 12:10 PM

PRECINCT.Lxt 1KB Text Document 1/5/2005 12:04 PM

PRECINCT_AND_DISTRICT.bxt 1KE Text Document 12§22/2004 11:29 AM

|o06 bytes

|Type: Texk Dacument Size: 906 bytes |@. My Computer v

O File source may be
* BOSS database export
* MS Excel documents saved as tab-
delimited text files
» Voter registration system
» Election management system
e Other
U Al BOSS ballot data import files are ASCII
text files containing records of tab-delimited
fields.

If importing via the import “ALL” function in
BOSS, filenames must match those
shown. If importing one data file at a time,
you may vary filenames and navigate to
one file at a time.
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Steps:

Details:

Impet | Exont |

¥ imgest sl 1 a0 Spvien

7. Go to the Election menu, click Import/
Export, and then click the Import tab.

Toansision el Fisctedieg E g fispest

The database is empty at this point.

The BOSS default database includes the “NP”
party code, so the Party List appears
completed, as indicated by the green circle.
Q Verify the following settings:

e (ALL) is highlighted

. ||7 Import Extemal IDs as S_l,lstemIDs| is selected if
external ID data is numeric

00

Ic:kbuss\impurt\ .
. displays

as the filepath

> If necessary, click the —| button to

e )= Vi Facorde 1) . H.
— | e o navigate to the folder containing your
[ Rt | e vt Riscon | | _Dhese | .
import data.
8. Begin importing ballot data.
. Import Record
Click the |L_AmeortRecords |\ 0
9. Respond to prompts confirming import BOSS will proceed down the list of data files in the
processes. target location and listed in the Select Element
CrrE— and Path File to Import panel.
Baport | [ Vil ard Roesodin st
L Do e s
Voo bt T Fle Told Racoss T [ r—
(T [ ek e |

Import Successful

@ 1 ELECTION record(s) have been successfully added to the database,
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10. When importing the Party.txt file the
Records Already Exist for the Data
Element dialog window appears.

Records Already Exist for Data Element

Records cumrently exist for the selected element.

* To append the imported records to the existing records, select APPEMD.

* To cancel the impart for thiz element, select CANCEL.

Replace Lancel

* To delete the existing records and replace them with the imported records, select REPLACE.

U The BOSS default database includes the “NP”
party code, so the data from the Party.txt file
appears as if completed.

* Click the - button if the
import file does not include an “NP”-Code-
associated-party (i.e., you are adding
parties, but the import file does not include
the existing “NP” party).

+ Clickthe __Beplace | pytton if the
import file DOES include the “NP”"-Code-

associated-party (e.g., you are adding a
Party Name for the “NP” party).

. Clickthe |—_€ancel | pton if you

are uncertain of the contents of the
Party.txt file. This file will be skipped.

11. Confirm import of the Precinct.txt data.

Cunent Precinets reconds

Precinct ID Snquence Numbes Pincirct Hame [F: Spilit Mo [F: Volras.

0 |
& [amo |
3 ] [am |
7 ] |amz |
1 F B |
12 ] E3 |
13 5 |E] |
4 ] |EX] |
14 3 E 2
i3 el | B
[Revurd Totals T
ahd Records: 13
s Tvesld Records: 0
o |

Vobd Reconds: 13

Totel Records: 13 v P 0

O Read and respond to prompts as the data
import process continues.

The Precinct.txt file in the example shown
has “0” voters in the “Voters” data element
fields.

This aggregate number will be overwritten
by the sum of the voters in all political
parties for each precinct when the
Party_Voters.txt file is imported.
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Steps:

Details:

12. Proceed to update the registered voter
data with the Party_Voters.txt import.

~Cunent Party Precinct Voters

Precinct |0 Party 1D Woters &

@] =] o] ] =
S(ojooo|oo

7
1l i}

Records Already Exist for Data Element E

Records currently exist for the selected element.

* To append the imported records to the existing records. select APPEND.
* To delete the existing records and replace them with the imported records, select REPLACE

* To cancel the import for tis element, select CANCEL

foppend G| Replace Cancel

a

i
NNEEEEEE
Slojoo o oo

=l
Valid Records: 0

Total Records: 65 Invalid Records: 0

O Clickthe __Beplace | pytton to update the

number of registered voters per precinct in the

Precinct.txt import file with the aggregated

numbers per precinct per party from the

Party_Voters.txt import file.

* The BOSS database will include both an
aggregate of registered voters per precinct
AND voters by party per precinct, and
these numbers will agree.

O Clickthe | Cancel | ption if you are

uncertain of the contents of the registered
voter numbers in the Precinct.txt and

Party Voters.txt files. The Party Voters.txt file
will be skipped.

13. When BOSS encounters large import files,
the BOSS FastLoad! dialog window
appears.

FastLoad! : il

The FastLoad process allows the impart of some associative data directhy into the database tables, bypassing the:
niormal interface validation process, The imporked data is stil walidated by the database with pass or Fail results, The
FastLoad process, when successful, loads associative data much Faster than the normal process, I it should Fail,
hawewer, the data may be imported using the normal impart processing. Proceed with FastLoad?

s Mo

Y
O Click the button to proceed.

» Fastload simply bypasses the step of
displaying the import file data on the
import tab GUI, thus making the data
processing more efficient.

O OR Click the Ll button to proceed

and display data as it is imported.

U Read and respond to prompts as the data

import process continues.

14. IF BOSS encounters invalid records, a
dialog window describing the error
appears first.

Valid Records: 26
Invalid Records: 1

@

Invalid records may be repaired by selecting the REPAIR INVALID RECORD button,

O Click the button.
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Import Errors

* Click REPAIR to stop processing and repair the bad records.
* Click COMMIT to commit the good records (if any] to the databasze and continue proceszing.
* Click SKIP ta skip any processing of these records and import the next data element.

* Click CAMCEL to cancel this and all further proceszing.

15. IF BOSS encounters invalid records,
continue as if repairing the file.

Errors were found while importing CANDIDATE records.

Commit Skip Lancel

Q

Click the i button.
* This allows you to view the Invalid
Record List.
> You can identify and resolve the error
in the source document.
> OR You can correct the error using the
“Repair” function.

Fi Balion tiigination Seltmasr: Sysiem - Dhymek D 3 Goseral L8505

ol Itaca Lint

16. IF BOSS encounters invalid records, the
Invalid Record List displays.

al?l x|

Q

View the Error Detail panel. Take note of the
details:

» Error type

* Row/column

e Error messages

utand Change: ko Pscord Fiace O Carcedate O 54 v Nearboen Code LCarcicdate Name
St Chargges o 41 |
i QO Click the Sxliste] g, button and
proceed to correct the error in the source file.
O OR Click the _ YiewValidRecords | ¢on
. | ) and then the Hepair Invalid Records I| button
o and follow prompts to repair the data from the
NomCokmn: 27/ Condidatn ame (100 flle
— o J J J — If repairing the data as described here,
——— export all data after successfully
completing import. This will create new
source files.
17. IF correcting the source file, open the O In this example, the last row included a
source file and correct the error. candidate with no candidate name.
T —— .= | A Correct the error, save the changes in the
A N S R (4 1 original file, copy to C:/Boss/Import, and
return to the Import tab of the Import/Export
window.
u R
L o5
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18. IF correcting
the source file,
select (ALL)
and continue
data import.

Ird

—Select Element and Path/File to Import

Election Data

@

@@ Party List

@ Paling Places

@ Precincts

@ Party Precinct Voters

@ Districts

@ Contests

Candidates

Ballot Instructions

Candidate Details

Polling Place/Precincts Associations
Precinct/District Associations
District/Contest Associations

Import External IDs as Spstem Dz

I::

bosshimportt . |

Wiew | mport Text Fle

(NN

Click the LimeortRecords | .

Read and respond to prompts to replace,
append, or cancel/skip existing data as the
data import process continues.

Click the |__Lameel | pytion to skip

data files already successfully imported.
The import of that file is cancelled, and
BOSS skips to the next file in the list.

19. Confirm import of corrected data.

- Current Candi records
FacelD | CandidatelD | Sequence Number | Paty Code Candidate Name
7 1 1 2 Babe Didikson
7 z B 4 Mark Spitz
[ 1 1 2 Bonie Blair
[ 2 2 El Bruce Jenner
El 1 1 3 Carl Lewis
a 2 B 2 Scott Hamiltan
1 1 1 1 Mary Lo Retion
11 2 2 2 W ohrng WWeissmuller
1 3 3 3 [w/ima Fudolph
15 1 1 1 Grea Louganis
15 2 2 4 Peagy Fleming
15 3 x| Darothy Hamill
18 1 [Jesse Dwens
3 H @ valid Records: 26 i Tharms
5 B Invalid Records: 0 For [VES]
13 2 [Against [ND]
17 1 Dan Jansen
17 z [Jackie Joyrer Kersee
17 3 3 1 Randy Snow
13 1 1 4 Bill Toomey
139 2 2 5 Frank Shorter
13 3 3 1 Don Schollander
20 1 1 2 Blue
20 2 2 3 Red
20 3 3 4 [¥ellow
20 1 4 5 Orange

I |

Total Records: 26

Walid Records: 26
Irvalid Records: O

Read and respond to prompts as the data import

process continues.
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Details:

20. Complete ballot data imports.

Import

—5elect Element and Path/File to Import——

L]
Election Drata
Party List
Palling Places

Precincts

Farty Precinct Yoters

Districts

Conbests

Candidates

Ballat Instructions

Candidate Detail:

Puolling Flace/Precincts Associations
Precinct/District Azsociations
District/Caontest Associations

2¢O OOTCOTOTGOE

Read and respond to prompts until the data
import process is completed.

21. Select languages for the ballot, if O Go to the Jurisdiction window and click the
applicable. | Select Languages | button on the
Jurisdiction tab.
[postest O Select checkboxes to create ballots in
I': *éhm languages other than English.
[ llocano U Select the Reuse English Candidate Name
I™ Japanese in Every Language checkbox in order to use
,': e only the English version of candidate names,
7 Spaish and to withhold this data from exports for
E Vi translation (i.e., no transliteration).
O Select the Reuse English Candidate Details
in Every Language checkbox in order to use
 Define Reusability only the English version of candidate details.
% Fleuse English Candidate Name in every language U This data is not included in import files.
[V Reuse English Candidate Details in every language O Click OK to save data and close the window.
Cancel |
22. Complete ballot instructions, if necessary. | Q0 Click the | Ballot Instruction Tests | button.
Q Ballot instrgctions _include:
e oo A o g v g e et = » eSlate instructions to appear at the top of
 sRene the DRE ballot.

- e P » eSlate audio instructions associated with
the text for the top of the DRE ballot.

& Bl N T Tor * Ballot Now instructions to appear at the
top of the Ballot Now and eScan paper
ballots.

O You can copy ballot instructions from a .txt file
and paste them into BOSS fields. Use an
ASCII font such as Arial or Times New
=l Roman. Do not use Unicode fonts.
[ P [ | e Il O Click OK to save data and close the window.
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Steps: Details:
23. Define eSlate options. O Click the | eState Options | button.
O Define Electlon Day and _Early Voting close
and suspend times. (Optional)
Election Day Closs Time: |1 3.00 | » Use 24-hour clock settings.
E atly Wating Suspend Time: |1 3.00 H » This option gives the Judge’s Booth
“Minutes Aocess Code is Active: . Controller (JBC) operator a warning if s/he
Retrievable E arly Yating B allats [ attempts t.o close or suspend the pOIIS
o _ early, but it does not prevent such action.
SIS el e iz L= - This data is not included in import files.
_'“l'ﬁ “"TP';"; . v Early Voting suspend times should reflect
" v . . .
i Tl Fieport Fint the latest possible site suspend time.
A AT P 0 1% u 0O Define the number of minutes the Access
Combine Splt Frecinets for Fieparts: I Code will be active after printing. (Required)
Include Provisional Ballots in Yote Totals: [~ e 30 minutes is the default setting.
~VBO Settings O Select the_RetrlevabIe Early Votlng Ballots
I 2 chec_kbox in accordance with applicable
VBO Ballot Rejection Limit: B election codes. _
Print Ballot Key: o * This associates a Ballot Code with all
early voting ballots, making these ballots
~ eSlate Passwords available for exclusion from tabulation.
= Admiristration Password: 21212 » This data is not included in import files.
* Star-Lp Password: [ O Select a Summary/Verification font size.
* Election Day OPEN Password: [ Q Select the.AIIow Tally and_ Allow Write-In
* Election Day CLOSE Password: [ Report Print checkboxes in _order to aII_ow_the
. JBC operator to print tabulation and write-in
* Earlp Woting OPEM Pazzword: I’“‘"’“‘x . .
N —— reports after closing polls on Election Day. The
Eaily Voting SUSPEND Password; | Allow Tally box is checked by default.

U Select the Combine Split Precincts for

oKk | Concel | Report and Include Proyisional Ballots_in

= = Vote Totals checkboxes in accordance with
applicable election codes.

O Select the VBO Required option in
accordance with applicable election codes.

U Select the number of times a ballot printout
can be rejected in the VBO Ballot Rejection
Limit field. The printout can be rejected a
maximum of five times.

O Select the Print Ballot Key option in
accordance with applicable election codes.
The box is checked by default.

U Enter eSlate Passwords. (Required)

» eSlate passwords must be uppercase and/
or numeric, six (6) characters.
» This data is not included in import files.
Document passwords in a secure location
& and share with support and poll worker
resources as needed. Passwords are not
viewable via BOSS reports or data export.
U Click OK to save data and close the window.
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24. Define eScan options, if applicable. Q Click the button.
O Define Election Day and Early Voting close
and suspend times. (Optional)
I « Use 24-hour clock settings.
S = « This option gives the eScan operator a
[esean P [ Balot Proces=s warning if s/lhe attempts to close or
“eminstlon s [z _ I Ve suspend the polls early, but it does not
e e || | |t prevent such action.
“Election Doy CLOSE Pacowt: [ » This data is not included in import files.
annyvmfng POLL WORKER Password: l— *E_.VE\'/:T:F
S & Pol\oterocops Early Voting suspend times should reflect
s T £ Asiceep * % the latest possible site suspend time.
Allovs T ally Repor Print I _E_',a:fj;"}:r
et et ol r & Folwaker Acoepts U Enter eScan Passwords. (Required)
oA e T £ vasocas « eScan passwords must be numeric, six (6)
characters.
x Concet_| e This data is not included in import files.

Document passwords in a secure location
and share with support and poll worker

resources as needed. Passwords are not
viewable via BOSS reports or data export.

O Selectthe Allow Tally Report Print checkbox
to print the eScan tally tape.

U Select the Combine Split Precincts for
Report and Include Provisional Ballots in
Vote Totals checkboxes in accordance with
applicable election codes.

O Select Ballot Processing permissions.

Review ballot processing permission

& selections with elections officials. These
settings determine who is allowed override
permissions on the eScan device.

| See: |

“Planning for eScan Use” on page 21.

O Click OK to save data and close the window.
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25. Select contest position force settings.

~ Define Contest Details

* Contest Title: ICounty Comrniszioner

Cantest Descriptian: IContest

Contest Type: Ile\ce j
Primary Party Affiliation: I j
Erabils Elotain ~ —eS5late Contest Position
Include in Straight Party v & NoForce
Cumulative r " Farce to Mew Calumn
" Force to Mew P
Fractional Curmulative r ES REHIFEES
Caommon Contest m
r~ Ballot Mows Contest Position
Irclude in N onFartizan Ballots
o & MoFarce
Murnber of Valid Chaices: 1 ™ Force to Mew Column
¢~ Force to Mew Page
Mumber of Wiited ns: I - 2
Instruction Text | Eroposition Text I Dependent Ok, I Add Image |
Previous Contest I Mext Contest I Lancel |

U Go to the Contest Details window for each
contest requiring a position force.
e This setting is usually not made until
ballots have been previewed.
* The selected contest will be the first
displayed in the forced position.
» eSlate and Ballot Now contest positions
are forced separately.
O This data is not included in import files.

Ballot Now contest position forces apply to
all paper ballots (eScan and Ballot Now).

26. Proofread the available ballot reports, and
make corrections if necessary.

k| Ballot Origination Software System - Olympic DB 1 General 12.22.04
File Election | Reparts Administration  Help

Active Contests
Audit Trail
Ballot Content Proof

—

EBallot Style Reports Ballat: Styles by Precinck |

Contest List

Ballot: Styles by Districk

Precinct Assignments )
Precinct Mot Assigned

Districk Reports
Media Production List

Paolling Place List Early Yoting Detail

Precinck Lisk Election Day Yoting  * Summary

Security Audit | Detail
Summary

O Before generating, go to the Reports menu

and click the following menu items:

» Active Contests to view the “Active
Contests Options List” report

» Contest List to view the “Contest List with
Details” report

» District Reports, Precinct Assignments
to view the “Assigned Precinct Report”.

“Ballot Content Proof” and ballot style
reports are not available until after
generating and accepting the ballot.

27. (Optional) Prepare for ballot translation by
proofreading the existing ballots.

O Go to the Election menu and click Ballot
Formats. Click the Ballot Templates tab,
choose one or more templates, and click the
Generate Preview button. On the Ballot
Preview tab, proofread each ballot style and
click Reject when exiting the window.

28. Create four folders on the PC Desktop for
data import and export.

U Hart recommends that you give the folders the
following names:
* Export Text
e Import Text
» Export Audio
e Import Audio
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29. Export text for multi-language ballot
translation, if applicable. If your ballot is in
English only, proceed to step 34.

Fi Balion teiganation Seltarr: Sysberm - Dyt B8 | Goseral Bection 11-11-08

O Go to the Election menu, click Import/
Export, and then click the Translation and
Recording Export/Import tab.

U Navigate to the Export Text folder and click

the

| See: |
The BOSS Operations Manual for detailed
information about foreign language import/

Export Texts for Tranzlation

| button.

folder into the Jobs folder.

export.

Enport Tests bor Trasalation Enpert Aude Prompts ber Recerdng
Select largrasge for exprnt Solect largrasge for ewuet 'ﬁ]
i the path s i gt et | ;n-;;»:o:—;l:-wuummx e, ]
;iws-«rm |
5 s gt o ol s e \bossiompon ]| it gt st st e T
I EvinpotBepohranefoccrntetiie | 7 Erter impon Hepath name bor or sk e liJ

Impewt Tasnihated [outs gt Fl o ol Auses:
Ll
30. Move the contents of the Export Text

You must move files for translation into the
Jobs folder in order for TRANS to
recognize them.

31. Use TRANS to translate text for multi-
language ballots.

[ See: |
The TRANS User Guide for detailed

information about foreign language
translation and recording.

32. Move the text files (.xIf) from the Jobs
folder to the Import Text folder.

You must move the translated files from
the Jobs folder in order to use them in
BOSS.

33. Import translated text for multi-language
ballots.

lated Texts

Import T

{+ Enter import path for all ket fles: Ic:\boss\import\

(= Enter import filepath name for one test file: I _I

Import Translated Texts

U Onthe Translation and Recording Import/
Export tab of the Import/Export window,
navigate to the Import Text folder and click

the

Import Translated Texts

| button.
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34. Export English text for recording in
TRANS.

— Export Audio Prompts for R g

Select language for export:

Enter the path name for export of audio prompts:
¥ Export Ballot Tests
[~ Export Static Texts
¥ Export Missing Audia Only

Export Audio Data for Recording |

— lmport R ded Audio
{* Enter impart path for all audio files: Ic:\boss\import\ _I
" Enter import filepath name for one audio file: I _I

Import Recorded Audio |

O Onthe Translation and Recording Export/
Import tab of the Import/Export window,
navigate to Export Audio folder and click the

Export Audio Data for Recording | DULtON.

O English audio prompts can be exported,
recorded, and imported at any time after
completing data entry and before generating
the ballot.

O English audio can be recorded while foreign
language text is being translated.

[ See: |
“Recording Audio” on page 19.

35. Export audio prompts for multi-language
audio recording in TRANS, if applicable.

-

Export Audio Prompts for B g

O Onthe Translation and Recording Import/
Export tab of the Import/Export window,
navigate to the Export Audio folder and click

AT S p— |ALL j the Export Audio Data for Recording I button.
Enter the path name for export of audio prompts: | \boss\export’, )
¥ Export Ballot Tests I _I ‘ i i
I~ Export Static Texts Export Audio Data for Recording | “Translating Foreign Language Ballot Text”
¥ Export Missing Audia Only on page 18
36. Move the contents of the Export Audio

folder into the Jobs folder.

You must move files for recording into the
Jobs folder in order for TRANS to
recognize them.

37. Use TRANS to record English and, if
applicable, multi-language audio.

[ See: |
The TRANS User Guide for detailed

information about foreign language
translation and recording.

38. Move the recorded audio files (.xml and
.wav) to the Import Audio folder.

You must move the recorded files from the
Jobs folder in order to use them in BOSS.

39. Import recorded audio files.

Import B ded Audio

{* Enter impart path for all audio files: Ic:\boss\import\

= Enter import filepath name for one audio file: I _I

Import Recorded Audio

U On the Translation and Recording Import/

Export tab of the Import/Export window:

* Click the “Enter import path for all audio
files” radio button to import multiple audio
files for a multi-language ballot.

* Click the “Enter import filepath name for
one audio file” radio button to import one
audio file for an English-only ballot.

O Navigate to the Audio Import folder and click

the Import Recorded Audio I button
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40. Verify that the ballot is complete.

allot Dotn Validstion | Dabat Tomples |

O Goto the Election menu and click Ballot
Formats.
O View the Ballot Data Validation tab to verify

H AUDIO RECORDINGS = that the ballot is Complete.
§ | » A green circle indicates that the
i S— o information is complete.
$ i i + Avyellow triangle indicates that information
P is incomplete, but you can still generate
i the ballot.
i * Ared square indicates that the information
i is incomplete and you cannot generate the
i ballot until you supply the missing
o information.
[CickobobaTompiorns || BiOush | e |
41. As a risk-reduction measure, back up O Create an election folder with the date, time,
BOSS data and the database. and contents (in this case, BOSS data files).
41.1 Export all BOSS data files. O Go to the Election Menu, click Import/
T EEE—— Export, and then click the Export tab.
— - = » Highlight (ALL) in the Select Element
_ 3 and Path/File to Export panel.
* Click the button and navigate to the
8 folder you created.
’ . Clickthe . ExportRecords | 00 ang
respond to the dialog boxes that appear.
e Save export files to CD.
» Repeat this process after database
et o changes.
—
ot || [Note: ]

Force data is not exported.
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41.2 Export all translated text and recorded
audio.

— Export Texts for T

Select language for export: AL -

Ic:\boss\export\ _I

Export Texts for Translation |

Enter the path name for export text file[z]:

— Export Audio Prompts for R ding

Select language for export: IALL j
Enter the path name for export of audio prompts: Ic:\boss\export\ |
¥ Export Ballot Tests

r

Export Audio Data for Recording |

O Create an election folder with the date, time,
and contents (in this case, translated text and
audio).

O After completing translations and audio,
export ALL foreign language text and ALL
audio from the Translation and Recording
Export/Import tab.

» Navigate to the folder you created and

Export Texts for Translation |

click the
button.

& Deselect the [~ Export Missing Audio dnly checkbox.

* Navigate to the target export location and

click the Expont Audio Data for Recording |
button.

* Repeat this process after database
changes.

41.3 Archive the database and save to CD.

Add Datsbase | Diodetn Dotabasn | Aschive Dalsbate | Fnstonn Databasn

Ok | cancel

U Create an election folder with the date, time,
and contents (in this case, the archived BOSS
database).

O Go to the File menu and click Open
Database.

» Highlight the target database.

Archive Databaze

* Click the I button.

» Navigate to the folder you created.

» Click Save.

* Burn this folder to CD.

» Repeat this process after database
changes.

[ See: |
“Appendix D: Backing Up Election
Databases” on page 113.
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42. Select templates and preview ballots.
et Gommitisnpresiem |

Bt Cinta Vahdsion HaSat Tesplnios |

Salact atilain Templainy

i

=
Masern

Vet
e

Masern

Spanah Vet

U Go to the Election menu and click Ballot
Formats.
 Onthe Ballot Data Validation tab, verify
that the ballot is complete.
» Click the Ballot Templates tab and
choose templates and paper size.
> Select paper ballot (Ballot Now/eScan)
and eSlate DRE ballots in all formats
and languages needed.
> If images have been added to the
ballots, choose image-enabled
templates. To obtain these templates,
contact Hart InterCivic.
> Take written note of template(s)
selected.

If choosing paper ballot templates for use
with the eScan, you must create passwords
in the eScan Options window. Although
eScan cannot be operated without
passwords, it is possible to generate the
ballot in BOSS without defining eScan
passwords.

The eScan device does not accept 11x17
ballots.

| button.

Generate Preview

e Click the

43. Proofread the ballot on the Ballot Preview
tab.

al?l x|

Balict Diatn Vinkdasion

Seleoet Ballel 1n Povm
Templaes

Hreonct L0014

O Print ballot previews in order to proofread all
formats, ballot styles, and languages, before
accepting ballot generation.

U Determine the maximum length of any ballot,
and consider revising format to reduce length
(e.g., to keep paper ballots to one sheet).

| Tip(s):

'
State Reprosentative, District
|5

o Dan Jansen

el

[ ackie Jayner.Kerses
Dvangs

[ Randy Snow

Honpartioan

State Superintendent of
Schools

ACTEPT Ballel Image | Print Balotfs) |

Right-click the ballot image and choose
Save Picture As... in order to save the
ballot page as a “*.bmp” graphic file (for
use in sample ballot flyers, for example).
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44. Generate the ballot, or go back to make
corrections.

Fi Balion Geignation Seltwarr: Systbem - Dyt B8 | Goseral 122284 =l x|

Eie[acton_Raports_jdnnstration_ i
oot conerammeeies
Bualict Dt Vinbdntan | Babot Templatas Ballot Proveire
Slected Balot Pueviesy
Ackl S © FiioWindow & Cusonm = [0 %

[Official Bailot

Fage 112 Hreonct_wC16
State Reprozentative, Distriet
Ta vats far tha candidaty of your | [5
heber, or to wote “For or

“AgainE’ 4 proposiion o the
Bascn, rotaRe the SELECT wheel
1o highlight your cholce. Press
EMTER 13 mask your cholee.
Press the HELP button for
assistance.

Instruction Mete:

Dan Jansen
o Valim

[ ackie Jayner.Kerses
Dvangs

[ Randy Snow

Honpartioan

=5 Straight Party State Superintendent of
B Blue Schoals
T O Red [ Bennie Blair
:: L ¥ellow Ll
piad O] Grange o Bruce Jenner
- find

g 2o B | [ryw—— | [Tax Azzassar Caactar Il =l

« < Fagelol2 » »
ACCEPT Ballet Fovvom lmage | P Balllis) | C—1

Once you accept the ballot, you cannot
enter new data in this BOSS database.

U To accept ballot generation, click the

ACCEPT Ballot | button in the Ballot

Preview tab.
» Confirm ballot acceptance in the dialog
box that appears.
O To reject ballot generation, close the Ballot
Generation /Preview window and click
Reject.

45. If you haven't already done so, insert the
eCM into a USB port and complete
acceptance of ballot generation.

O Before accepting ballot generation, the BOSS
application will prompt you to enter the eCM
PIN.

eCM PIN Required

eSlate Cryptographic Module PIN

Enter PIM:

|
o]

Cancel |

U The eCM can be removed from the USB port
after the ballot has been accepted.
O Store the eCM in a secure location.

46. Print Ballot Style reports.

k| Ballot Origination Software System - Olympic DB 1 General 12.22.04
File Election | Reparts Administration  Help

Active Contests
Audit Trail
Ballot Content Proof

—

EBallot Style Reports Ballat: Styles by Precinck |

Contest List

Ballot: Styles by Districk

Precinct Assignments )
Precinct Mot Assigned

Districk Reports
Media Production List

Paolling Place List Early Yoting Detail

Precinck Lisk Election Day Yoting  * Summary

Security Audit | Detail
Summary

O Go to the Reports menu and click the
following menu items:

- Ballot Content Proof to view and print a
report detailing precincts, contests, and
registered voters per ballot style

» Ballot Style by District to view and print
a report detailing all ballot styles and
associated districts and precincts

- Ballot Style by Precinct to view and print
a report detailing all ballot styles and
assigned precincts (for election organized
by precinct-contest associations)
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47. Create the Mobile Ballot Boxes (MBBs) for
use in the JBCs, eScan devices, Ballot
Now PCs, and SERVO, Audio cards for
DAU eSlates, and/or Demo cards for
eSlate Demonstration units.

Fi Balion Geignation Seltwarr: Systbem - Dyt B8 | Goseral 122284

al?l x|

CadiD Cieation Date

o i Thecten
Etsadn 1 Electen
bt i iecten

0 1222004 11 2845 Etsadn 1 Electen

Tots Care himery
4

0 Goto the Election menu and click Write
Ballot Media.
& Calculate the number of cards needed for
the election, including recovery and
SERVO MBBs.

[ See: |
“Planning Ballot Media Quantities” on

page 24.

» Select the desired Quantity, Card Type
and Mode options.

. Clickthe | WrteMedia | 11100 and
follow the prompts to create media.

“Planning for eScan Use” on page 21.

“Planning for Demonstration eSlate Use”
on page 23.

48. Print reports.

k| Ballot Origination Software System - Olympic DB 1 General 12.22.04
File Election | Reparts Administration  Help

Active Contests
Audit Trail

Ballot Content Proof
EBallot Style Reports

—

Ballat: Styles by Precinck
Ballot: Styles by Districk

Precinct Assignments )
Precinct Mot Assigned

Early Yoting Detail
Election Day Yoting  * Summary

Detail
Summary

Contest List

Districk Reports
Media Production List

Paolling Place List 3

Precinct List

Security Audit |

U Go to the Reports menu and click, at
minimum, the following:

e Audit Trail to view and print a report
giving a record of operator actions

* Media Production List to view and print a
report documenting all media produced by
sequential serial number, card type, time
created, and card mode.

» Polling Place List/Early Voting/
Summary and Polling Place List/
Election Day/Summary to view and print
reports necessary for warehouse/support
personnel or JBC operators to assign
polling place IDs to JBCs.

If the eScan is to be used in Absentee
mode, obtain the Absentee polling place ID
by viewing the Polling Places tab in the
Jurisdiction window after generating with
paper ballot template(s).
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49. Verify that the MBBs and Audio cards
contain the required information in the
desired format.

AND DIRECT SUNLIGHT

G m HART
- tntercivic
=
W
@ =
S8 o NoT Do BEND OB CRUSH =
3 8 KEEP AWAY FROM MONSTURE
S KEEF CONNECTOR CLEAN
B AVOITH HIGH TEMPERATURES

O Viewl/listen to test mode cards on the JBC and
DAU eSlate, eScan, and/or with Ballot Now.
O Conduct a Logic and Accuracy Test (L&A).

|_See: |

The Tally Training Manual for instructions
on conducting an L&A with the system.

50. If necessary, copy the database forward
(naming it according to conventions),
delete the defective version, make
corrections in the new database, and
repeat necessary steps.

Create Database E

Select Database to Copy From

Database Description Database Filepath Database Statu ~
Olyrnpic: DB 1 Closed Primany 12 22 04 [12-23-04 5:2 | CABOS 55D atabasei041223-1 72400805 50ATA DEFinalized

Qlpmpic DB 1 Modified Closed Primary 12.22.04 (12 [CABO55\Database\041223-17251 B0 5DATA. DEFinalized
TRAINING 1 General 12.30.04 c:hbosshdatabaseh041230-0901414BossData db Open

Tiaining 2 General 12.30.04 c:\bosshdatabase!i) ssDatadb  |Open

Olyrpic: DB 2 General 1.03.05 cihbosshdatabase 0G0 03-23471 2\BossData.db Open
4| | _"_I

* New Database Description: [TRAINING 3 Genersl 01.04.05

Mew Database Path: c:\boss\database\050104-123510%

|_See: |

“Database Management” on page 9.

“Appendix F: Copying Forward a BOSS
Database” on page 117.

51. As a risk-reduction measure, archive the

database and save to CD.

Gnbect a Database 1o Dpen
T T

Diymge: OF 1 Girnsd 1222 8 [12:7 Trstosd

Add Database | [elels Dotabase | Aschiye Dalabate | Restoe Database |

U Create an election folder with the date, time,
and contents (in this case, the archived BOSS
database).

O Go to the File menu and click Open
Database.

» Highlight the target database.

Archive Databaze

» Click the I button.

* Navigate to the folder you created.

» Click Save.

e Burn this folder to CD.

* Repeat this process after database
changes.

| See: |
“Appendix D: Backing Up Election
Databases” on page 113.
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52. Finalize the BOSS database for Tally.

k| Ballot Origination Software System - Olympic DB

Filz Election Reports | administration  Help

Mon-Election Tasks
Change Passwond. .,
[Usersiaintenance: .

Finalize Election For Tally

Once the BOSS database is finalized,
media can no longer be created from this

database.

Finalize Election for Tally.

O Goto the Administration menu and click

» Verify that all necessary media has been

created.

53. As a risk-reduction measure, archive the
database and save to CD.

fbd Dstobisse | Diolele Dotabasn | Aschie Datsbase | Fostore Databaso |

Go to the File menu and click Open
Database.
» Highlight the target database.

Archive Databaze

» Click the
* Follow prompts to navigate to a

I button.

specifically named and time-stamped

folder.

* Click Save.

* Burn this folder to CD.

» Repeat this process after database
changes.

|_See: |

“Appendix D: Backing Up Election
Databases” on page 113.

54. Exit BOSS.

Filz Election Reports Administration
Open Database. ..

Exit

v 1 Jurisdiction
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Term: Definition:

Abandoned Ballot | A ballot that the voter did not cast into the ballot box before leaving the polling
place. On an eSlate, this is a ballot that the voter did not cast by pressing the
CAST BALLOT button and the voter is not present. Local election rules dictate
dispensation of an abandoned ballot.

Absentee Ballot An official ballot issued to a voter who will be "absent" from the polling place on
Election Day.

Absentee Voting A voting method by which people can cast their ballots without going to the
polling place on Election Day. Early Voting is sometimes referred to as
"Absentee-in-person,” and by-mail voting is sometimes referred to as
"Absentee-by-mail."

Access Code The four-digit number given to each voter that indicates to the eSlate system
which precinct and ballot style to display to the voter on the eSlate voting unit.
The Access Code is printed on a slip of paper printed on the JBC.

Access Code A JBC report that is printed on-demand. It lists the number of Access Codes

Status Report issued, voted, expired, canceled, and active.

Access Code A JBC report that is printed with the “Tally” report when polls are closed on

Summary Election Day. It lists the number of Access Codes issued, voted, expired, and
canceled.

Americans with A 1990 federal act (Public Law 101-336) that established comprehensive

Disabilities Act standards for the treatment of persons with disabilities in employment, public

(ADA) accommodations, and other programs, including those operated by state and

local governments.

ATA Advanced Technology Attachment; a disk drive implementation that integrates
the controller on the disk drive itself.

Audio Card Used in a DAU eSlate, the PC card that contains the audio prompt recordings
for an election. Formerly also called a “DAU Card”.

Audit Log, Audit Recorded information that allows elections officials to view the steps that
Trail, Audit Report | occurred on the equipment included in an election to verify or reconstruct the
steps followed without compromising ballot or voter secrecy.

Authentication The verification of the identity of a person or process. In a communication
system, authentication verifies that messages really come from their stated
source, like the signature on a (paper) letter.

Ballot Box, eScan | A secure receptacle for the eScan that collects scanned paper ballots and that
has an emergency compartment for temporary storage of voted ballots in case
the eScan is disabled.
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Ballot Box
Security Seal

The seal attached to the MBB door on a JBC or eScan to secure the installed
MBB. Also, the seal attached to the lid/receptacle junction of the eScan ballot
box.

Ballot Code

A unigue number assigned to either a provisional ballot or an Early Voting
retrievable ballot to enable swift retrieval of that ballot from the Hart Voting
System Tally application by election officials.

Ballot Format

The arrangement of the ballot created in BOSS. Ballots may be formatted for
the eSlate or for Ballot Now.

Ballot
Instructions

Instructional text that appears at the top of the ballot. There are two separate
types of Ballot Instruction text: (1) eSlate and (2) Ballot Now. There is also
separate audio instruction associated with the eSlate ballot instruction.

Ballot Key

The unique alphanumeric identifier associated with each VBO cast vote record.
This identifier aids in reconciling votes in case of a manual recount.

Ballot Now ™

The Hart Voting System software application that prints paper ballots on
demand and then digitally images the voted ballots to save for delivery to Tally.

Ballot Now Image
Processor

Ballot Now Image Processor (BNIP) is an application that runs in parallel with
Ballot Now. After scanning ballots, BNIP processes ballot images.

Ballot Origination
Software
System™ (BOSS)

The software application used to build an election database and create ballot
styles. BOSS is used to write the MBB, Audio, Solo, and Demo cards used in
Hart Voting System equipment.

Ballot Style

One of any number of specific ballot configurations issued to the appropriate
precinct. At minimum, ballot styles differ from one another in content. They may
also differ in size of type, in language used, or in method of presentation (e.qg.,
visual or audio).

A ballot with a unique collection of contests to be used in the election. Every
precinct’s (or split precinct’s) ballot is linked to one ballot style and there may be
several precincts with the same ballot style. The ballot style information is
carried on the MBB. A ballot style barcode is printed on the ballot.

Ballot Text

Instructional text embedded in the ballot. Ballot Text is often used to identify a
section of the ballot.

Bar Code

A printed horizontal strip of vertical bars of varying widths, groups of which
represent decimal digits. In the Hart Voting System, bar codes are required in
order for paper ballots to be correctly scanned. Ballot Now uses bar codes to
represent a ballot page’s election identifier (ID), party ID, language ID, precinct
ID, sheet ID, serial number (if applied), page number, ballot type, and duplex
code.

Card Device

The PC-card drive for reading and writing Hart Voting System data and audio
cards.

Cast Vote Record
(CVR)

An anonymous record of the contest options that a voter selected on his/her
cast ballot. In the Hart Voting System, Cast Vote Records are stored in
electronic format. One Cast Vote Record is equivalent to one ballot.
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Challenged Ballot

Terminology and rules for “challenged ballots” or “challenged voters” vary by
state. In general, a challenged ballot results when a voter’s right to cast a ballot
in a certain jurisdiction is challenged for various procedural reasons. If the
challenge stands, the voter may, in most cases, vote provisionally.

Contest A choice to be made on the ballot; a race. Contest types include offices, issues,
referendums, propositions and questions.

Credentials Authentication information that enables access to operations in the system or
associated databases. Credentials typically include user IDs and passwords.

Cumulative A summary on the JBC “Suspend Report” or “Daily Detail Report” that lists the

(Access Code) Access Codes issued, voted, expired, and canceled for the entire session of

Summary Early Voting.

Cumulative Voting

The votes for each candidate in an office contest are replicated as many times
as the number of valid choices.

Cyclic A continuous test of each transfer of data within a system to ensure that the
Redundancy data received at the end of the transfer is the same as the data originated by
Check the source.

(Daily) Detail A report that the JBC or eScan prints when the polls at an Early Voting site are
Report suspended. This report identifies the number of ballots cast per precinct.

Daily (Access
Code) Summary

A summary on the JBC “Suspend Report” and “Daily Detail Report” that lists the
Access Codes issued, voted, expired, and canceled for only the current day of
Early Voting.

Daisy Chain

Iltems connected in a series. The eSlates are daisy chained, one to another,
with one plugging into the JBC.

Damaged Contest

In Ballot Now, a mark requiring resolution because the option box has been
erased or partially erased (damaged). A damaged contest may be resolved for
voter intent or confirmed. If confirmed, a damaged contest will register as no
choice for that selection. This may result in fewer selections than allowed for
that contest; i.e., an undervote.

Database

A storage point for information (data).

Demo Card

An ATA memory card that contains both ballot and audio data for use in a
Demonstration eSlate.

Demonstration
eSlate (Demo)

An eSlate set up for voter education purposes, to allow voters to practice using
the eSlate buttons and interface (including headphones and adaptive devices, if
desired) on a functioning unit that cannot record votes. A Demonstration eSlate
does not require a JBC in order to display ballots because it uses a special ATA
memory card that contains both ballot and audio data. Demonstration eSlates
are also known as “demo units.”

Digital Signature

An encrypted digital code appended to data, making it possible to require
authentication before allowing access to that data.

Direct Record
Electronic (DRE)

The election industry term for an electronic machine at which a voter can view,
vote, and cast a ballot.
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Disabled Access
Unit™ (DAU)

An eSlate that includes accessory components so that disabled persons can
vote independently and privately. DAU eSlates include a module that accepts
audio cards so that voters can listen to the ballot with headphones. DAU
eSlates also have jacks for tactile input switches or “sip and puff’ devices so
that voters with limited mobility have alternatives to the SELECT wheel.

District

A selection of precincts and/or split precincts that determine a voting group.

Duplicate Ballot

During scanning, if serial numbers were printed on ballots, Ballot Now will
search the database for an identical ballot serial number every time a ballot is
scanned, and disallow the ballot if it is a duplicate.

Duplex

Two-sided. In Ballot Now ballots are printed and scanned on both sides of the
ballot sheet. The eScan scans both sides of the ballot sheet.

Early Voting

In the Hart Voting System, the term for votes cast in-person prior to Election
Day. Nomenclature for “Early Voting” varies from state to state in the U.S.A.
(Absentee In-Person, Absentee Walk-In, etc.). Totals are not available from the
polling place during the Early Voting period (i.e., no “Tally” report available).

Early Voting
Retrievable Ballot

Ballots cast on the eSlate at Early Voting polling places that can be retrieved by
Ballot Code from the Tally tabulation application by election officials. The Ballot
Code is printed on the Retrieval Stub for an Early Voting retrievable ballot. A
checkbox in BOSS must be selected in order to identify eSlate ballots cast
during Early Voting as retrievable.

eCM

eSlate Cryptographic Module; a highly secure peripheral USB device provided
by Hart InterCivic. The eCM contains the signing key, the key ID, and the eCM
PIN required to perform certain functions in the Hart Voting System
applications.

eCM Manager

The Hart InterCivic software application that manages approved security
functions for use in the Hart Voting System. eCM Manager is used to create a
signing key, and then write the signing key, key ID and eCM PIN to the eSlate
Cryptographic Module (eCM).

eCM PIN eSlate Cryptographic Module Personal Identification Number; a password
selected by the jurisdiction system administrator before any signing keys are
written. This PIN is used to access functions requiring the eCM.

EDX Election Definition XML (eXtensible markup language); a format for election
information data exchange.

Election An independent federal commission that serves as a national clearinghouse

Assistance and resource for the compilation of information and review of procedures with

Commission respect to the administration of federal elections.

(EAC)

Election ID An election identification code that is unique for every election. The election ID
is used internally by the software applications.
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Term: Definition:

Election A report that the JBC or eScan prints when the polling place ID is selected. The

Identification report contains the current date and time, jurisdiction name, election name,

Report election date, polling place, and number of precincts enabled for the polling
place. For Election Day, shows the name of all precincts enabled for the polling
place.

Election A set of processing functions and databases within a Voting System that define,

Management develop and maintain election databases; perform election definition and setup

functions; format ballots; count votes; consolidate and report results; and
maintain audit trails.

Encryption

Any procedure used in cryptography to convert plaintext into ciphertext
(encrypted message) in order to prevent any but the intended recipient from
reading that data.

eScan™

Hart InterCivic's precinct paper ballot scanning device. A paper ballot printed
from Ballot Now can be scanned and recorded on this device.

eSlate®

Hart InterCivic's direct record electronic (DRE) voting device. An electronic
ballot can be viewed, voted, and recorded on this device.

Event

In SERVO, a specific backup of a set of devices in SERVO. An Election MBB is
required to create an Event. Each Event relates directly to either an Election or
a Test Election.

FEC

Federal Election Commission, an independent federal regulatory agency.
Voting systems regulation formerly assigned to this body have been transferred
to the Elections Assistance Commission (EAC).

Finalized

In BOSS, the database status that prevents further data modification and
writing of MBBs to make it available to Tally. In Tally, the database status that
prevents further reading of votes from MBBs into Tally.

FireWire

A personal computer and digital video serial bus interface standard offering
high-speed communications and isochronous real-time data services. FireWire
(also known as i.Link or IEEE 1394) can be considered a successor technology
to the SCSI Parallel Interface. FireWire is capable of transfer speeds of up to
400 megabits per second.

Firmware

Computer programs (software) stored in read-only memory (ROM) devices
embedded in the system and not capable of being altered during system
operation. For purposes of applying the Standards, firmware is considered a
form of software.

Flash Memory

Reprogrammable, read only memory that is used in PC cards or MBBs. Flash
Memory does not require continuous electric power to operate. It is a system
that can store more data and work faster than a traditional floppy disk.

Fractional
Cumulative
Voting

A voter selects at least one candidate in a contest that allows votes for multiple
options, but selects fewer than the number of options allowed. The unvoted
options that were allowable are distributed equally to the voted options.

Functionality Test

Testing of hardware functionality (e.g., testing to see that an eSlate button
responds when pressed).
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Fusion™ A supplemental Hart Voting System software application used to integrate data,
as from Tally and another voting system, and/or to provide custom reporting.
Hart Voting The full suite of Hart InterCivic's election software and hardware products,
System covering everything from ballot creation to tabulation. Includes: BOSS, Ballot

Now, eScan, JBC, eSlate, Rally, Tally, utility products, and SERVO. Previously
referred to as the ‘eSlate Electronic Voting System.’

Hash

Algorithm that maps a bit string of arbitrary length to a fixed-length bit string.
Approved hash functions satisfy the following properties: (a) it is
computationally infeasible to find any input that maps to any prespecified
output, and (b) it is computationally infeasible to find any two distinct inputs that
map to the same output.

HAVA

The Help America Vote Act, signed into law October, 2002. HAVA intends to
assist states in the administration of federal elections and establishes
“minimum standards for states and units of local governments with the
responsibility for the administration of federal elections.”

Incomplete Ballot

A multi-sheet ballot being scanned in a scan batch that has its first sheet, but is
missing following sheets.

Infusion™

A supplemental Hart Voting System software utility used to extract data, as from
another voting system or voter registration system, and/or to provide ballot data
formatted for import into BOSS.

Initialized Report

A report printed from the JBC and eScan any time the device is powered on.
This report shows a timestamp, firmware version, and diagnostic test result. A
self-diagnostic test is run on the system, and the result is indicated as
“**PASS**" on the report.

Judge’s Booth
Controller™

The control unit of the eSlate system, through which a poll worker distributes
electronic ballots to the eSlate and DAU eSlate.

(JBC)

Jurisdiction A precinct or group of precincts managed by a single organization.

Key GUID Key Globally Unigue Identifier. A unique, system-generated value assigned to
each signing key in the eCM Manager.

Key ID A user-selected identification number that prompts the eCM Manager

application to generate a new 128-bit encrypted signing key. Allowed values are
from 1 to 99.

Locked Ballot

In Ballot Now, a ballot that is currently checked out in the resolve process for
editing by a user.

Logic and
Accuracy Test
(L & A or LAT)

In the context of an election, a test to check the accuracy of a piece of voting
equipment. An LAT is accomplished by feeding test ballots for which the results
are already known (i.e., a “test deck”) through the ballot counting system and
comparing the results with the expected results. If an error occurs (i.e., the
actual test deck count does not match the expected count), then the problem is
investigated and corrected, and the test is repeated.
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MBB, Election An MBB used to collect votes for an election. The Election MBB can only
contain information from Election ballots.
MBB, Test An MBB used for test purposes when validating the eSlate system before an
election. The Test MBB can only contain information from Test ballots.
Mobile Ballot A PC card that holds all of the ballot information for the Hart Voting System. An

Box™ (MBB)

MBB is placed in the JBC unit, the eScan device, and/or in the Ballot Now
computer. Cast Vote Records are also stored on MBBs, which are read into
Tally. Audio is not stored on an MBB.

Network
Configuration
Report

A report printed on the JBC after booths are assigned. The report contains the
serial number, software version, PUB count, and PVT count for the JBC and
each eSlate unit.

Non-partisan
Office

An elected office for which candidates run independent of political party
affiliation.

Orphan Ballot

A multi-sheet ballot being scanned in a scan batch that has missing leading
sheets.

Overvote The generally prohibited practice of voting for more than the allotted number of
options for a given contest.
On the eSlate it is not possible to overvote.

Party A political party, for example Democratic or Republican.

PC Card An information storage device that is about the size of a credit card. Similar to a

USB memory stick. It is also called a “PCMCIA” card. In the Hart Voting System
it is called a Mobile Ballot Box (MBB), an audio card, or a demo card.

Persistence

A property of a programming language where created objects and variables
continue to exist and retain their values between runs of the program.

Polling Place

The area within the polling location where voters cast ballots.
Often a single polling place supports several precincts.

Polls Closed
Report

Report printed by the JBC, VBO and/or eScan when the polls are closed. This
report includes a timestamp indicating the date and time printed.

Polls Open Report

Report printed by the JBC, VBO and/or eScan when the polls are opened. This
report includes a timestamp indicating the date and time printed.

Poll Worker A button, located on the back panel of the eScan device, used to access poll
Button worker and administrator functions.
Precinct A jurisdiction subdivision for election purposes.

Precinct Voting
System
(PVS)

A legacy term for those components of the Hart Voting System that are used for
election activities at individual polling places.

Provisional Ballot

A ballot provided to individuals who claim they are eligible to vote but whose
eligibility cannot be confirmed when they present themselves to vote. Once
voted, such ballots are not included in the tabulation until after the voter’s
eligibility is confirmed.
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Provisional Ballot
Stub

A report that prints below the Access Code when a provisional ballot is
requested during the “Add Voter” procedure on the JBC. This stub includes the
Ballot Code used for ballot retrieval during the tabulation process. The stub
must be separated from the Access Code and kept for ballot tracking purposes
for this unique type of ballot.

Provisional
Parsing

The process of selectively reporting on a provisional ballot only those contests
in which a provisional voter is eligible to vote, based on his/her precinct of
residence. Provisional parsing becomes necessary when the provisional voter
has cast a ballot outside of his/her correct precinct, and the voted ballot style
includes contests for which the voter is not eligible to vote. When the Tally
software application is installed, users have the option to enable a provisional
parsing interface. If enabled, once the Tally application has selectively identified
(i.e., “parsed”) those contests on a provisional ballot for which voted options
shall be reported, election officials can choose how to report results: cast votes
may be associated with the original precinct in which the provisional ballot was
actually cast, or they may be reassigned to the voter’s correct precinct.

Provisional Voter

A voter whose eligibility is yet to be determined at a given polling place. A
provisional voter is allowed to vote on a “provisional ballot” under conditions set
by state election law. Because the voter is “provisional”, his/her ballot must be
retrievable by election officials under certain conditions that vary from state to
state.

PUB (Public)
Count

Also called the “ballot counter”. A six-digit number, shown on the JBC and
eScan configuration reports and Polls Open screen, and in the Ballot Now
window, that indicates how many votes have been counted, and CVRs
recorded, on that machine for the current election. The public count of a device
is reset to “zero” during warehouse operations between elections.

PVT (Private)

A six-digit number, shown on the JBC and eScan configuration reports and

Count Polls Open screen, and in the Ballot Now window, that indicates how many
ballots have been cast on that machine in its lifetime. CVRs are not associated
with the private counter. The private counter cannot be zeroed.

Rally™ The Hart Voting System application that reads, stores, and transfers CVRs via

local area network or modem connection to a PC running the Tally application.

Replacement
Ballot

A ballot that is designated by the election authority to be a replacement for a
spoiled ballot.

Resolution

The Ballot Now task of assigning the voter’s intent to votes on ballots that
contain an undervoted contest, an overvoted contest, or a contest with a
selected write-in. Resolution may also exclude a completely blank ballot or a
damaged ballot.

Sample Ballot

A ballot printed as a sample of the real election ballot. Sample ballots contain a
special barcode which prevents them from being included as a CVR in an MBB.

Scan Batch

A group of ballot sheets to be scanned. Each scan batch has certain number of
sheets. Ballot Now assigns and prints a sequence number when the ballots are
printed. The user can assign comments to a scan batch in the Scan Ballots
window prior to scanning the batch of ballots.
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Select Wheel

The rotary wheel on the eSlate and DAU eSlate that allows a voter to navigate
the ballot and highlight choices by turning the wheel.

Serial Number

A barcode and/or human-readable number placed on the ballot stub and/or the
sheets of a ballot that uniquely identifies the ballot in order to prevent duplicate
scanning of paper ballots.

SERVO™

The eSlate application used as a System for Election Record Verification and
Operations. This application is used for polling place equipment cast vote
record backup, recovery, recount, and resetting.

Sheet

In reference to Ballot Now paper ballots, one piece of paper printed on both
sides, i.e., duplex. Ballot Now ballots can consist of no more than 9 sheets.

Signing Key

A true 128-bit random number used to cryptographically protect data, making it
possible to require authentication before allowing access to the data. In the Hart
Voting System, the signing key is written to the eCM, JBCs, eScans, and MBBs.

Sip-and-Puff

A voter’s personal input device that connects to the DAU eSlate in the disabled
access jack. This enables disabled voters with extremely limited mobility to vote
with a mouth-controlled device.

Split Precinct

The smallest division of a precinct for election purposes.

Spoiled Ballot A ballot that has been rendered invalid by a voter who is still present at the
polling place, making it necessary to give the voter a new ballot. With the
eSlate, a ballot is spoiled if the voter gets the wrong ballot style, the wrong
language, or is not on the DAU eSlate but needs to be.

SSL Secure Sockets Layer; a protocol developed by Netscape for transmitting

private documents via the Internet. SSL works by using a private key to encrypt
data that is transferred over the SSL connection.

Straight Party
Voting

A voting method that presents a contest that allows selection of a single political
party in order to automatically select candidates of that party in contests that
allow straight party voting.

Suspend Report

A JBC or eScan report that automatically prints when polls are suspended in
Early Voting. For the JBC, the report lists the PUB count and PVT count of the
JBC and eSlate units, a Daily (Access Code) Summary, and a Cumulative
(Access Code) Summary, as well as a timestamp.

Tactile Input
Switches

Also called “dual mode switches,” “jelly switches,” or “buddy buttons,” these red
and green “paddles” enable voters with disabilities to vote without using the
SELECT wheel and ENTER button on the eSlate. Voters without fine motor
control may use these. The red tactile input switch allows voters to navigate
through the ballot, similar to turning the SELECT wheel in a clockwise direction.
The green switch is similar to pressing the ENTER button.

Tally™

The Hart Voting System tabulation software. After an election, the Tally software
counts the votes on the MBB(s) and produces reports on those cast votes.

© Hart InterCivic, Inc.

AppendixA: Glossary Page 105




BOSS Training Manual

6300-002 62C

Term:

Definition:

Tally Report Tape

An Election Day report that may be printed on a JBC or eScan after polls are
closed. It includes the date, time, precinct, a tally of votes for each contest, and
an Access Code or ballot summary. BOSS includes a setting for allowing, or
disallowing, this report to be printed from the JBC or eScan after close of polls
on Election Day.

TRANS Translation, Recording, and Audio Normalization System; an eSlate application
for translating multi-language ballot text and for recording all audio (including
English) to be imported into the BOSS database.

Undervote The practice of voting for less than the total number of election contests listed
on the ballot, or of voting for less than the number of options allotted for a given
contest.

UPS Uninterruptible Power Supply.

USB Universal Serial Bus; an external peripheral interface standard for
communication between a computer and other devices. In the Hart Voting
System, an eCM connects to a USB port.

VBO Verifiable Ballot Option; the Hart Voting System VVPAT (Voter-Verified Paper

Audit Trail) device that can be connected to the eSlate or Demonstration eSlate
inside the voting booth in order to print a paper record of each ballot cast.

Voter Registration

An electronic poll book sometimes known as a “thin client” or “VR Computer.”

Computer

VVPAT Voter-Verified Paper Audit Trail; Implemented in the Hart Voting System by the
VBO (Verifiable Ballot Option) device.

WAV file A file format (.wav) used for storing digital audio. TRANS audio is stored in .wav
file format.

Write-in A name of a candidate entered by the voter in order to vote for a candidate that

is not listed on the ballot.

Write-in, certified

A candidate that has been certified by the election authority as being a valid
write-in candidate for the election.

Write-in Voting

A means to cast a vote for an individual not listed on the ballot.

XLIFF

XML Localization Interchange File Format. A file type (.xIf) used by BOSS and
TRANS for language text translation.

XML

eXtensible Markup Language. A structured, extensible, text-based data
definition and data exchange format. TRANS uses an .xml file as a manifest, or
index, to associated audio .wav files.

Zero Tape Report

A JBC or eScan report that prints out when polls are opened on the first day of
Early Voting and on Election Day. This report lists the timestamp, the number of
precincts at the polling place, the contests and candidates on the ballot, and
verifies that the number of votes for each candidate or option is zero.
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Information, Confirmation, Error, and Warning Messages

Type of
Message:

Explanation:

Example:

Information

@

Informs about an
operation
Includes an
information icon
Includes an OK
button

Confirmation

2

Asks user to confirm
an action, particularly
when the action
cannot be reversed
May include text from
the command
performed

Includes a question
mark icon

User responds with
Yes or No

Reset Database =l

@ Are you sure you wank to resek the current database?

‘fes Mo

Error

Q

(N

First statement in
error identifies the
problem

Second statement
may inform user of
required action
Includes an error icon
Includes an OK
button

Realtime Printer Error

° Unable to print ko the line printer. Please make sure that a printer is attached, online, and has paper.

Warning

A

Appears when the
user must double-
check a command
May include text from
the command
performed

Includes a warning
icon

Includes an OK
button

Ballot Origination Software x|

& Please enter a password to logon,
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Appendix C: Hart Voting System Software User Tips

e

THE
HART VOTING SYSTEM

Accurate. Scalable. Trusted.

The following apply to ALL Hart Voting System programs.

Software Password, Certificate, and PIN Tips
Best Practices

O Do not give out an administrator password, applicable either to the PC where the Hart Voting System
software is housed, or to a Hart Voting System application itself.

U Change every user ID, password, certificate, eCM key ID, signing key, and PIN(s) during PC
acceptance and at regular intervals and in accordance with federal, state, and local guidelines.

O The user currently logged in should stay at the computer while running the application and exit the
application if s/he steps away from the PC.

Avoid Using

Any password you have used before

Any string of three characters repeated or reversed

Any character repeated more than twice

Your name or your initials

The computer or application user ID

The names of relatives, birthdays, phone numbers or the company name

The number for this year, last year or next year, or the three-character abbreviations for the months
Telephone number or car license plate numbers

Do Use

U A combination of upper and lowercase letters

O A password that is at least 6 - 12 characters long

U A new password for every user at regularly scheduled intervals (e.g., annually or quarterly)
U Random characters users will remember

coodoooo

Tips for a Secure Password, Certificate, or PIN

O Use the first letters of the words in a memorable phrase.

U Use a meaningless but easy-to-remember phrase.

O Insert numbers into the phrase.

O Note the password, certificate information, and/or eCM PIN, in a private and secure location.

Computer Security

Computers running Hart InterCivic software should be kept in locked spaces with limited access.
Password-protected screen savers or other similar security measures should be applied.
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Software Features

O Whichever button is shadowed/dotted inside a window is the button selected for activation with the
keyboard Enter key.

O Whichever character on a menu or button is underlined indicates that the function may be activated
with the Alt key and that character.

O Inamenu, an arrow facing to the right opens a pop-up menu, offering more choices.

@ “Windows Update @ Accessones L4

(5 Adobe Acrobat 4.0 * |
E Pragrarns r|Bm Hart InterCivic 4 m BOSS
:z 5 } Documents L4
E % Settings L4
p @ Search L4
= @ Help
- Run...
§ Shut Diown...

O In a dialog box, the arrow facing down opens a list box, offering more choices.

i =
(]

IAcrobat Farmat [PDF] - _

Acrobat Format [POF] Cancel |

Character-separated values
Comma-geparated values [C5Y)

Excel 5.0[<L5)

Eucel 5.0 [<L5] [Estended) =

O Per application, to view the version release number (N.N.N), go to the Help menu and click About.
soutnoss x|

HART

BOSS [Ballat Origination Software Swatem) creates an Election databaze
ard ballat farmats for the Hart Election Management System

BOSS 4.1¢ Release 4 NN

Copyright 1933-2005 Hart InterCivic, [ne.
Al rights reserved,

The following tips apply to specific software programs:

U BOSS, Ballot Now, Tally, and SERVO: To highlight/select a list of items (e.g., precincts) that are
consecutive, use Shift + Click.
1. Click the first item once.
2. Hold down the Shift key.
3. Click the last item once.
4. Release the Shift key.

O BOSS, Ballot Now, Tally, and SERVO: To highlight/select a list of items (e.g., precincts) that are not
all consecutive, use Ctrl + Click.
1. Click the first item.
2. Hold down the Ctrl key.
3. Continue to click items, holding down the Ctrl key, until you have selected all targeted items.
4. Release the Ctrl key.
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O BOSS Copy and Paste:

1.

N

R

Only copy and paste from “flat” text files that were originally written in Arial Unicode, and that are
opened from within Notepad. When using copy/paste, there is a possibility that unwanted

characters can be pasted into BOSS.

Select the item(s) you wish to copy from the source document.

(To select, click and drag over the item to highlight it.)
Press Ctrl and then C (the shortcut key for copy).
Return to BOSS.

Make certain the cursor is blinking in the field you wish to paste into and press Ctrl + V to paste.
You can copy and paste from one BOSS field to another, in most windows, by using Ctrl + a

shortcut key (C,X,V).

O BOSS arrow buttons:

Add zelected <

A all <4

Add selected and associated splits <5
Remove zelected b

Remove all | **

Remove selected and associsted splits S
love one ravy dawven ar up I T

Move one padge down or up Ly 1T

Move to bottom of top of it LU 71T

U BOSS: Double-clicking on a selection also moves that selection from one column to another.

U BOSS: Once the ballot is generated, the current database cannot be edited or changed. Audio is not
available for recording after generating a ballot. Once the MBBs are written, the only action available
is to write additional MBBs. Once the BOSS database is finalized for Tally, no actions are available in
that database.

| See: |

U BOSS Right-click Functionality:

Unda

Cuk
Copy
Paste
Delete

Seleck all

“Appendix D: Backing Up Election Databases” on page 113.

The right-click mouse function is available for standard options in many BOSS fields.
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» In addition, graphics options are available via the right-click function on the Ballot Preview tab of
the Ballot Generation/Preview window.

U BOSS Pipe Character Functionality:

Dpen Link

Cpen Link in Mew Window
Save Target 5.,

Prink: Targek:

Shiaw Ficture

Sawve Pickure As...
E-mail Picture. ..

Prink Picture. ..

30 ta My Pictures

Set as Background
Set as Desktop Ikem, ..

Zuk

Copy

Copy Shorbout
Paste

#dd to Favarites, ..

Properties

* Pipe characters (]) can be used to force a line of text to the next row. This is useful when

formatting ballots in BOSS.

» The pipe character can be inserted using Shift and the backslash (\) key on the keyboard. The

backslash is just above the Enter key on the right side of the keyboard.

* Asingle pipe character (e.g., “text|text”) will have the effect of a hard return. The text after the

pipe will start on a new line.

» There is no need for a space either before or after the pipe character, unless two hard returns are
the desired outcome (e.g., “text| |[text” would result in a blank line between the two words).

» A double pipe character without a space between pipes (e.g., “text||text”) will have the effect of
hiding the text after the second pipe on all ballots.
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Appendix D: Backing Up Election Databases

What Data to Back Up

The following database folders should be backed up to CD:

eCM Manager; *.eCM file created with the Save File function

BOSS; Numbered folder with BossData.db and BossData.cfg files

Ballot Now Test; Numbered folder with the election I.D. followed by a “T” (e.g., 023T), in addition to
the BNsecurity.db and BNsecurity.cfg files in the “Ballot Now” folder

Ballot Now Election; Numbered folder with the election 1.D. (e.g., 023), in addition to the
BNsecurity.db and BNsecurity.cfg files in the “Ballot Now” folder

Rally; “Database” folder with the Mbbtrans.db and Mbbtrans.cfg files

Tally Test; Numbered folder with the TallyData.db and TallyData.cfg files

Tally Election; Numbered folder with the TallyData.db and TallyData.cfg files

SERVO; “Database” folder with the ServoData.db and ServoData.cfg files.

ool O 000

Locations of Election Database Folders for Backup:

U eCM Manager; after selecting Save File, use standard Windows navigation to navigate to a folder
named for the election and to name the .eCM file.
U BOSS; C:\boss\Database\YearMonthDay-HourMinuteSecond (12 digits)
O Ballot Now; C:\Program Files\Hart Intercivic\Ballot Now\### (three-digit Election 1.D.)
e C:\Program Files\Hart Intercivic\Ballot Now\BNsecurity.db
e C:\Program Files\Hart Intercivic\Ballot Now\BNsecurity.cfg
O Rally; C:\Program Files\Hart InterCivic\Rally\Database
O Tally; C:\Program Files\Hart InterCivic\Tally\Database\YearMonthDay-HourMinuteSecond (12 digits)
U SERVO; C:\Program Files\Hart InterCivic\SERVO\Database

Naming conventions for folders and CD files:

O Name each application’s backup folder with the application, election, type of election, and date of
election. (Example: BOSSgeneral_11.02.04)

O Name the CD within the character limits for the CD creator application. The jurisdiction, election, and
election date should be included. (Example: Smith_gen11.2.04)

How and When to Back Up Data

BOSS, Tally, and Rally include backup or archive functions within the user interface. An administrator-
level user may use this function to back up the database and configuration files to a user-defined
directory on the PC. Database and configuration files should always be saved to folders named for the
election, the time and date, and the status of the database.

All application databases can be backed up by saving the folders indicated in the “Locations of Election
Databases” section to a user-defined directory on the PC and/or directly to CD. These folders should
always be saved to a directory (folder) named for the election, the time and date, and the status of the
database.

O Back up the .eCM file:
« Immediately after creating eCMs for the election.
O Back up the numbered BOSS database folder (or use the Archive function in BOSS):
» Immediately before exporting text for translation
» After importing translated text and audio
» After completing all proofreading and before generating the ballot

1. If a database is too large for backup to CD, another medium will be required.
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» After generating the ballot and writing media, but before finalizing the database
» After finalizing the database.
O Back up the numbered Ballot Now database folder and BNsecurity.db and BNsecurity.cfg files:
» After closing the election in Ballot Now, at minimum.
O Back up the numbered Tally database folder (or use the Backup function in Tally):
» After each instance of creating printed and exported reports for public use (e.g., media outlets)
» After processing absentee by-mail MBBs on Election Day
» After processing Early Voting MBBs
» After each instance of creating printed and exported reports for public use (e.g., media outlets)
on Election Day
» After processing absentee by-mail late mail MBBs after Election Day
» Before resolving write-in votes
» Before resolving provisional ballots
» Before finalizing
» After finalizing
* Immediately after Canvassing.
O Back up each Rally station “Database” folder (or use the Archive function in Rally):
» After processing all MBBs and printing and exporting final reports and before resetting the Rally
database (including before resetting the Rally database as an emergency procedure).
O Back up the SERVO “Database” folder:
» After inventorying equipment with SERVO pre-election
» After backing up equipment post-election
» Onthe “master” SERVO PC after combining events into one “master” event for an election, if
applicable.

Backing up to CD

In order to back up to a CD, use the CD creator application supplied with the Hart InterCivic PCs. Refer
to the online help for the specific steps for creating a CD.

Hart InterCivic suggests using a CD-R rather than a CD-RW. A CD-R is a one-time use—you can only
write to it once, and then you can only read off of it. A CD-RW is readable/writable, and can be used
multiple times like a floppy disk—you can read and write to it as often as you want. CD-Rs are
inexpensive, and the data on the CD itself cannot be changed. This makes the CD-R option a good
media for backing up data.

O After creating a CD, always navigate to the CD drive and verify that the CD contains all of the data
intended for backup.

O Label the CD with the Jurisdiction, Election Title, Date, and eSlate application.

O File the CD in a secure location.
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Appendix E: Accent Marks for Spanish Language Text

To enter diacritical marks into TRANS or BOSS fields, press and hold the ALT key then press Zero + the
number(s) corresponding to the character you wish to insert. Use only the PC numeric keypad for
number entry. The numbers along the top of the keyboard will not work.

0m 32 & @ =1
1 n GG 65 A 27
2 1 ic & B =L
in 3m 67 C 29
41 ¥ 5 88 D 100
51 37T % & E 101
3 | ® & W F 102
70 » - 71 6 103
A | 40 f 72 H 104
=l | 4l ) sl | 105
10 N 42 = 4 J  10&
11 n 43 + 5 K 107
12 1 a4 7% L 1l0s
15 1 45 - 7 W 109
14 n a8 | 2 H 10
15 N a1 f = 0 111
I 4z 8 B p 112
17 n 49 1 g1 0 113
12 N s 02 2 R 114
I | 51 3 g8 115
il | 52 4 g T 11&
21 m 53 5 85 U 117
Zn M6 B U 118
rcll | 55 7 g7 w119
2 0 5% 8 g2 X 120
25 0 57 9 e Y 121
2% 1 58 : M2 122
27 1 = ; ol [ 123
2 n & < o2y 124
= &l = =c I | 125
00 62 > M o~ 126
Il | 63 % 25 127

B Indicates that this character 1sn™t supported by Windoars.
T Indicates that this character is available only in TmeType fonk .

s B — - B — R — I o ST B S — [ — N — N N I - SR L ol = N L T - B = P N — S - T

128
129
‘}E[I
1}31
‘}32

t

13 ..

1as
A3
137
1=
1=
Jao
141
142
143
144
145
146
147
Jag
Jag
Bk
151
1s2
As3
154
1ss
156
157
158
1=

1&d
1&1
1&2
183
1e4
185
1&&
1&7
1&g

1
I
17
173
174
175
176
177
17
)
180
151
182
183
154
185
155
187
188
182
150
151

P == N M e e

oA w =

iz)

e |

[+

v o aE

=]

b 2 R

192
193
194
195
196
137
198
199
200
201
202
203
04
05
26
207
el
09
210
211
212
213
214
215
216
217
218
219
220
221
22
223

= = L O = =t ) = L - R e e [ e e D e Ll - B H P LR L O P I T o R e B~ R = = = = = = =} == T . T

(=1 = = =D =L R R O B DT LI - H - - Dy - L B I T - TH - TF - T - TE- T

[ el = Y T e et Y el el -
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Appendix F: Copying Forward a BOSS Database

Follow these procedures in order to create a copy of an existing database. Copying forward is useful
when data changes must be made after a database has been generated or finalized. When copying
forward, all data in the original database is retained, available ballot templates are retained (i.e., if

special templates were installed for the original database, they will carry over), and the newly created
database is in an open state.

1. Go to the File menu and click Open Database.

h|Ballot Origination Software Systen

File Election Reports Administration b
Open Database. ..

Exit

v 1 Jurisdickion

2. Inthe Open Database window, click Add Database.

Open Database

~Select a Database to Open

Databiase Description Database Filepath Database Status
Olpmpic DB 1 General 12.22.04 (122304 5:22 pm)  [CABOSSAD atabaseh041223-17215MB055DATADE

Olympic DB 1 Special 12.22.04 (12-23-04 5:24 pm)  |C:\B05S\D atabase\041 223172301AB0550DATADE
Olpmpic DB 1 Closed Primary 12.22.04 (122304 52 |C\BO55\Database\041 2231724030 B0550DATADE
Olympic: DB 1 Modified Closed Primary 122204 [12- - [C:ABOSSYD atabaseh 041223172561 MEBOS50ATA DB
General 12.30.04
neral 12.30.04

Finalized

Balot Generated

Finalized

Finalized

Open

Open

Add Database || Delete Database | Archive Database || Restore Database | Cancel

3. Inthe Create Database window, select the existing database targeted to copy forward.

Create Database

—Select D atabasze to Copy From

Database Description D atabase Filepath Database Staty «
Olympic DB 1 Closed Primary 12.22.04 [12-23-04 5:2 |C:ABOSSA\D atabaseh0412231 724094805 5DAT A DEFinalized

Olympic DB 1 Modified Closed Primary 12.22.04 (12- |CABOSS5AD atabaset 04122317251 REBOSSDATA DEFinalized
TRAIMING 1 General 12.30.04 c\boszshdatabazeh041230-090141%BozsData.db Open

[rata.db Open

Olympic DB 2 General 1.03.05 c\bosshdatabaszeh050103-23471 2B ossData.db Open

-
| | »

* Mew Database Description: |TRAIMING 3 General 07.04.05

Mew Database Path c:\boss\database\050104-123510%

ool |

4. Enter a new database description.

> After creating a database the description appears in the Database Description field of the
Open Database window.

> This does not name the actual file. The name of the file is “BossData.db”. The entire path to
this file appears in the Database Filepath field of the Open Database window.
> BOSS allows multiple databases with identical descriptions.

> Use a standard naming convention for databases, including a description of the database, the
sequence number, the election name or type, and the date.

| See: |
Suggested naming conventions in “Database Management” on page 9.

5. Click OK and proceed to open the new database.
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Appendix G: Updating BOSS Templates

Follow these procedures in order to apply new BOSS ballot templates delivered from Hart InterCivic in
the form of a new default BOSS database.

1. Open C:\BOSS\database, find the BOSSDATA.db and BossData.cfg files, and copy them.

& C:\B0SS" database =] 3

File Edit View Favortes Tools Help ﬁ

<= Back - =+ - | @ search [ Folders ¢4 | FEQLP R o) | E~

Address I[:I CYB0O55 database j @Go
=1 MName | Size |
ﬁ C060916-150543
L D; BossData.cfg 1 KB
database [#]BossDaTA.OB 147,968 KB

bossdata.log 1,085 KB
Select an item ko view its description. t‘j BOSSSECURITY.cfg 1KE
BOSSSECURITY.DE 9,632 KB

Segalss: =
bosssecurity log 1,085 KB

My Diocurnents
Py Mebwork Places
My Computer

| | i

|? object(s) |156 ME |@. My Computer A

2. Create a new folder on your PC desktop, name it Sys 6.2 Orig BOSS Default db, and paste the

two BOSS files into it.

Save the Sys 6.2 Orig BOSS Default db folder to CD and delete it from your desktop.

Create a new folder on your PC desktop and name it MODIFIED.

Copy the modified BOSSDATA.db and BossData.cfg files you got from the ftp site or CD and

place them into the MODIFIED folder on your desktop.

6. Copythe BOSSDATA.db and BossData.cfg files into C:\BOSS\database. Click Yes to replace the
current files.

7. Delete the MODIFIED folder and empty the recycle bin on your PC.

8. Delete the bossdata.log file from the C:\BOSS\database folder.

Do not delete bosssecurity.log.

ok w

9. Create a new folder on your PC desktop and name it EXPORT.

10. Open BOSS, open the smallest BOSS database on your system, and export all files to this
EXPORT folder.

11. In BOSS, go to the File menu and click Open Database.

12. Click Add Database, name the new database Test of Mod Default, open it, and import the data
files from the EXPORT folder you created. If you see the message “Records currently exist for
the selected element”, click Replace. If you see a message relating to FASTLOAD, click Yes.

13. Open the Test of Mod Default database, go to the Ballot Formats menu, and click Ballot
Templates. The bottom of the template list (eSlate or Ballot Now, as appropriate) contains the
new modified template(s). Remember to choose a paper size for your new Ballot Now template.

14. Select the new template(s) and generate the ballot for preview. Review the ballot styles to ensure
they have the new format intended from the modified template(s).

15. Reject the ballot, delete the Test of Mod Default database if desired, and close BOSS.

16. In order to apply these templates to a database created prior to installing the new default
database:

Open the preexisting database.

Export all files and close the database.

Open a new database in BOSS, copying from the default database.

Import the files into the new database.

Proofread all data in the new database.

0T
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Appendix H: California Rotation and BOSS

Introduction
Purpose

The purpose of this appendix is to clarify California rotation requirements and how they are applied in
BOSS. Itis not meant to teach California rotation requirements, but to identify the application of those
requirements in the functionality of BOSS.

Overview

California rotation is the application of a set of rules against a set of data. First, you must understand
district types and how these types associate with each other. Then the rules that apply for each contest
type (State-Wide, BOE, Congressional, etc.) become easier to understand.

This appendix discusses the following:

O District types and how they are associated with one another
O California rotation rules and how they apply to district types
U How to set up California rotation in BOSS

California Alphabets

The are two different alphabets by which the candidate names are ordered:
O Secretary of State (SOS) Random Alphabet
» Drawn by the Secretary of State at 11:00 a.m. on the 82nd day prior to the election
» Used for all offices except multi-county state legislative offices
O County Random Alphabet
« Drawn by each county in which there are multi-county legislative districts at 11:00 a.m. on the
82nd day prior to the election
e Used only for multi-county state legislative offices

District Types

State Assembly Districts
California is separated into individual, discrete districts called State Assembly Districts, each denoting
the district of an elected Assemblyman. For purposes of candidate rotation only, there may be several

Assembly Districts within each Board of Equalization, Congressional, County-Wide, and State-Wide
district.

State Assembly Districts that reside outside the election jurisdiction (e.g., Orange County) but still must
be considered for purposes of rotation are called Multi-Jurisdiction Assembly Districts in BOSS.

Every Assembly District is numbered (e.qg., 47t Assembly District, 68th Assembly District, etc.). This
number is important because it is the order in which rotation is implemented. Therefore, in BOSS, this
number is known as the “rank” of the Assembly District.

Candidates for State Assembly contests do not rotate.

State-Wide Districts

The State-Wide District is the entire State of California. State-wide contests are contests that appear in
every ballot in California. Examples are Governor and Lieutenant Governor.

© Hart InterCivic, Inc. Appendix H: California Rotation and BOSS Page 121



BOSS Training Manual 6300-002 62C

Board of Equalization

Board of Equalization (BOE) Districts are districts of elected Board of Equalization members. BOE
Districts contain State Assembly Districts, some of which may not lie within the election jurisdiction.
All State Assembly Districts still must be considered for purposes of rotation.

Congressional Districts

Congressional Districts are districts of elected Federal Congressional members. Congressional Districts
contain State Assembly Districts that may or may not reside within the election jurisdiction. In other
words, Assembly Districts make up Congressional Districts which may encompass an area outside the
election jurisdiction. Only those Assembly Districts within that Congressional District must be considered
for purposes of rotation.

County-Wide Districts

The County-Wide District is the district encompassing the entire county, which is usually the area
representing the election jurisdiction. The county-wide contests, such as County Commissioner, are
applied within the County-Wide District.

The County-Wide District rotates either by the State Assembly Districts therein (if there are at least five
of them within the county) or by the Supervisorial Districts (if there are less than five State Assembly
Districts within the county).

Supervisorial Districts

Supervisorial Districts represent the areas for Supervisorial contests. There are five Supervisorial
Districts in each county. These contests sometimes rotate their candidates (in San Mateo County, for
example), and in that case must be identified in BOSS as State Assembly Districts or State Assembly
Districts (Multi-Jurisdiction) so you can associate them with subdistricts.

State Senate Districts

State Senate Districts represent districts of elected State Senators and do not affect the rotation of any
contest.

Candidates for State Senator contests do not rotate. This type exists in BOSS only to give you a way to
distinguish them separately.

California Rotation Requirements
General

Rotation and Random Alphabet — The order in which the candidates appear after having been placed in
the Secretary of State’s (SOS) Random Alphabet is the 1st rotation. For the 2nd rotation, drop the top
candidate to the bottom of the list and move all other candidates up. Continue this process through each
rotation. The same process is followed in multi-county state senate and state assembly contests, which
use county random alphabets.

Rotation Indices and Rotation Rank — The contest rotation index in contests that rotate is determined by
rank order of the Assembly District within that contest district type, with the “fewer than five”
Supervisorial District exception. BOSS computes indices based on district ranks and district-to-district
assignments input via the California Rotation Wizard.
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Candidate Order in State-Wide Contests
SOS Random Alphabet

State-wide contests are contests that appear in every ballot in California. Examples are Governor and
Lieutenant Governor.

Explicit Rotation Index based on Assembly District: The State of California requires that state-wide
contests rotate their candidates by Assembly District rank. The original order appears in Assembly
District Number 1. Rotations continue throughout all Assembly Districts in these contests.

For example, the Governor’s contest in a precinct within the 46th State Assembly District rotates its
candidates to the 46th order of rotation.

Candidate Order in Board of Equalization (BOE)
SOS Random Alphabet

Derived Rotation Index based on Rank of Assembly District: Rotate by Assembly District within the BOE,
using the rank of the Assembly District to order the Assembly Districts within the BOE. The original order
appears in the lowest numbered Assembly District in the contest. Rotations continue throughout all
Assembly Districts in that contest.

For example, if an Equalization District has the 26th, 30th, 33rd, and 35th Assembly Districts, but only
the 26th, 30th, and 35th Assembly Districts are in the county, that Equalization District’s candidates will
appear in the 1st, 2nd, and 4th rotations. The 3rd rotation will be used in the county(ies) in which the
33rd Assembly District lies. Thus, the necessity for keeping track of those Assembly Districts that are
“out of jurisdiction” (multi-jurisdiction) because they are used to calculate the order of rotation.

If there is more than one Equalization District, each must rotate individually.

Candidate Order in Congressional (Federal) Contests
SOS Random Alphabet

Derived Rotation Index based on Rank of Assembly District: Rotate by Assembly District within
Congressional District, using the rank of the Assembly District to order the Assembly Districts within the
Congressional District. The original order appears in the lowest numbered Assembly District in the
contest. Rotations continue throughout all Assembly Districts in that contest.

For example, if a Congressional District has the 13th, 14th, 18th, and 22nd Assembly Districts, but only
the 13th and 22nd Assembly Districts are in the county, the candidates in that Congressional District will
appear in the 1st and 4th rotations. The 2nd and 3rd rotations will be used in the county(ies) in which the
14th and 18th Assembly Districts lie.

If there is more than one Congressional District, each must rotate individually.

Candidate Order in County-Wide Contests
SOS Random Alphabet
Derived Rotation Index based on Rank of Assembly District: If there are five or more State Assembly

Districts within the county, the county-wide contests rotate by Assembly District within the County-Wide
District.
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For example, suppose the County Commissioner contest is in all seven Assembly Districts (say
Assembly Districts 61-67 inclusive) in the county. Ordering by Assembly District rank, the candidates
rotate by the following order: 61st AD = 1, 62nd AD = 2, 63rd AD = 3 and so on.

Explicit Rotation Index based on Supervisorial District: If there are fewer than five State Assembly
Districts within the county, candidates rotate by Supervisorial District rank within the County-Wide
District.

For example, County Commissioner would rotate its candidates by Supervisorial District as follows: 1st
Supervisorial District = 1, 2nd Supervisorial District = 2, 3rd Supervisorial District = 3, and so on.

Offices in Which Candidate Names Do Not Rotate
State Legislative Offices (State Senate and State Assembly)

The order of candidate names for the particular race is determined from the SOS random alphabet draw.
There is no rotation, even though a State Senate District may cover more than one Assembly District.
For State Assembly contests, since rotation is based on Assembly District, and these are assembly
races, there is no rotation.

Other offices

County Supervisor (except in some cases, such as San Mateo County)

County Central Committee/County Council (unless elected at-large)

Judicial Offices (if not county-wide, otherwise rotate by Assembly District rank within county)
Municipal/City (unless they have adopted rotation by clusters of precincts)

School District

Special District

o000 0

California Rotation and BOSS

In BOSS, use the California Rotation Wizard to correctly assign rotation indices to contest/precinct
relationships in accordance with sections 13100-13121 of the California Elections Code.

O < Back button: Allows you to return to a prior step.

O Next >/Finish button: Allows you to move on to the next step. On the last step, this button displays
the word ‘Finish’ instead of ‘Next >'.

O Cancel/Close button: When the button displays ‘Cancel’, the Wizard closes saving no changes.
When the button displays ‘Close’, the Wizard has completed processing and can be closed.

1. Before you use the Wizard, you must fully define all precincts, districts, contests, district/precinct
associations, and contest/district associations. Plan for rotation when you create your districts.
Make a State-Wide District for every contest that appears on every ballot in California; they will
rotate by State Assembly District. Use your County-Wide District only for those contests that will
rotate by Supervisorial District.

County-wide contests rotate by Supervisorial District only in those counties that have fewer than
five State Assembly Districts. If a county has five or more, their candidates rotate by State
Assembly District rather than Supervisorial District, and in that case you can use a single district
in BOSS for both state-wide and county-wide contests.

2. Obtain the SOS random alphabet for the election and the county random alphabet. Click the
Contests tab to create contests, if you haven't already done so. Go to the Election menu and
click Active Contests to enter the options (candidate names) in the appropriate order. Use the
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SOS alphabet for everything except candidates for State Senate and State Assembly, for whom
you will use the county alphabet.

3. To use the California Rotation Wizard, click the Rotation tab in the Jurisdiction window, select
the By Precinct radio button, and then click the California Rotation Wizard button. The first
screen explains the purpose of the Wizard. Click Next >.

4. The next screen allows you to type and rank districts. This is where you will define what the
district types are and assign ranks to State Assembly and Supervisorial Districts.

The Wizard does not recognize the value of the rankings of the districts, only the quantity of each
type of district. This means that you must create all of the State Assembly Districts from 1 to the
highest ranking district in your county, even if you will not assign any precincts to most of them.
For example, if you have State Assembly Districts 12, 19, and 21, create districts 1 through 21,
where districts other than 12, 19, and 21 serve as placeholders.

5. In the Wizard, identify the districts according to their types, except for the Supervisorial Districts
in the event that they must rotate (as in San Mateo County, for example). If they must rotate,
identify the Supervisorial Districts as State Assembly Districts or State Assembly Districts (Multi-
Jurisdiction) in the Wizard. This will not adversely affect your ballot, but will allow you to
associate those districts with subdistricts by which to rotate (namely, with the Supervisorial
Districts themselves).

California Rotation Wizard

Assign Type to Districts

For each district, define its district twpe and rank where applicable. The choices for district types are

Board of Equalization, Congressional, County “ide, State Wide, State Assembly, Supervisoial and Mone.

rf!;r:k refers to the order of the district for its type [i.e., 46th Assembly District = 48], When finished, click m

Diztrict Mame Distr_ic:t Type Fiank
District 1 Mone
District 2 Mone E
State Azzembly District 1 State Azzembly 1
State Azzembly District 2 [multi-urisdictional] State Azzembly [Multi-Jurisdiction) 2
State Azzembly District 3 State Azzembly 3
State Wide District State Wide
U5 45th Congreszional Congressional ’7
< Back | Mest > | LCancel

When you have finished typing and ranking districts, click Next >.
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6. The next screen allows you to associate your rotating districts with the subdistricts by which they
must rotate. For the State-Wide District, associate all your State Assembly Districts, both those
within your county and the placeholder districts you created in step 2 (but not the Supervisorial
Districts, even if you have identified them as State Assembly Districts). For the County-Wide
District, associate all the Supervisorial Districts, if they are the basis of rotation in the county-wide
contests (see step 1 above).

California Rotation Wizard

Associate Districts
For each district that applies, associate with it any other districts that are contained within it. For
example, a Congressional district may contain several Assembly Districts, etc. Use the "Add

Diistricts..." button to choose from a list of eligible districts to associate.

—Select District — Disgtri iated with U5 45th Congressional [Con

Filter: IAII j Azsociated District Mame

State Azzembly District 1 [State Azzembly]

State Azzembly District 2 [multi-urisdictional] [State Assembly
State Azzembly District 3 [State Aszembly]

District Mame

District 1 [Mone]
District 2 [Mone]

State Aszembly District 1 [State Assembly

State Aszembly District 2 [multi-urisdictional] [State Assembly (b

State Aszembly District 3 [State Assembly
State Wide District [State Wide

............. é dleSt”Ctsl Eemove District |

< Back | Mest » | Lancel |

The following associations are allowed:

> Supervisorial Districts are always associated with Assembly Districts

> Assembly Districts are always associated with Board of Equalization and Congressional
Districts

> Assembly Districts are always associated with County-Wide Districts, unless there are fewer
than five Assembly Districts within the County-Wide District, in which case, Supervisorial
Districts are associated with the County-Wide District instead of Assembly Districts

To associate Congressional Districts, you must find out which State Assembly Districts are within
each Congressional District, whether they are within your county or not. They are the only ones
through which the candidate names will rotate. For example, if the Congressional District
contains State Assembly Districts 12, 14, 19 and 21, and only 12, 19 and 21 are within your
county, you will associate with that Congressional District only State Assembly Districts 12, 14,
19 and 21, not the entire series from 1 to 21. This will give you the correct rotation for that
Congressional District across the three State Assembly Districts in your jurisdiction. Create the
associations for each Congressional District separately in this manner.

When you have finished associating districts, click Next >.

7. The next screen informs you that all data has been gathered and that the wizard is ready to begin
processing. When you click Finish, the calculation process brings up a BOSS processing
window that allows you to view the processing being performed.

8. A congratulation screen appears to inform you that processing is finished. Click Close to exit the
California Rotation Wizard.
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9. To check the accuracy of the rotation, complete the following steps:

9.1 Go to the Election menu and click Write Ballot Media.

9.2 Write an MBB to use with the eSlate system and/or Ballot Now.

9.3 Insert the written MBB into a JBC and view the ballots on an eSlate and/or use the written MBB
to print ballots in Ballot Now.

9.4 Proofread the ballots. If the ballots contain errors, copy the BOSS database forward and run
the California Rotation Wizard again. If you must run the wizard again, all types and associa-
tions created previously are preserved.
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Notes:
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Appendix I: BOSS Training Election Outline

Use the following outline to create a simple election database. This training exercise will guide you
through the various functions available in BOSS.

O Image Preparation
» Ifimages are to be used on the ballot, format the images ahead of time before importing into
target areas

O Creating the Database
» Create a database based on (New Database)
* Name the database: <DESCRIPTION # Election Type Date>

O Activities in the Jurisdiction Window

» Title: BOSS Training

» Type: General, Special, Closed Primary, or Modified Closed Primary Election

» Ballot Header: Determined by upcoming election type

» Date: Date of class

» State Code: Jurisdiction State

» Jurisdiction Organization: As appropriate to the implementation
> Precinct/Contest
> Precinct/District/Contest
> Both

» Define the Jurisdiction Title: YourName County
> Set incumbent indicators, if applicable
> |dentify write-in label: As appropriate to the implementation
> |dentify precinct label: As appropriate to the implementation

» Party Maintenance: Add parties to match ballot type (optional: and import image(s) for the
header)
> NonPartisan (NP), do not overwrite with anything but nonpartisan-type “party”
> Famous Party (FAM)
> Historical Party (HST)

» Select Languages: As appropriate to implementation
> Select Spanish, if applicable (Training Ballot: English Only)

» Set Ballot Instructions for eSlate and Ballot Now/eScan (optional: and import image)
> Copy and paste from standard instructions language .txt document in Notepad
> Define instructions for audio

» Define eSlate Options

Close and Suspend Polls times: As appropriate to the implementation

Minutes Access Codes are active: 30

Early Voting Retrievable Status: As appropriate to the implementation

Summary and Verification Pages font size: 14-32 point (to fit candidate names)

JBC Reports: Tally and/or Write-in and combine splits as appropriate to the implementation
Include Provisionals in (JBC) Results: As appropriate to the implementation

VBO Required, VBO Ballot Rejection Limit and VBO Print Ballot Key: As appropriate to the
implementation

Passwords for the eSlate

___Administration Password: 222222

__Start-up: 121212

___ED Open Polls:121212

__ED Close Polls:121212

__EV Open Polls:121212

___EV Suspend Polls:121212

VVVYVYVYVYV

\Y
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» Define eScan Options
> Close and Suspend Polls times: As appropriate to the implementation
> Passwords for the eScan
___Administration; 222222
_ Start-up: 121212
__ED Open Polls: 121212
__ED Close Palls: 121212
__EV Open Polls: 121212
__EV Close Polls: 121212
> eScan Tape: Tally and combine splits as appropriate to the implementation
> Include Provisionals in (eScan) Results: As appropriate to the implementation
> Ballot Processing Settings: As appropriate to the implementation

eScan Dptions

Election Dray Close Time I‘IS:DD Z‘
E arly Yoting Suzpend Time I'IS:DD j‘

—eScan P. i —Ballot Py g
* Administration Password: I‘I A2 _tl*nd\j;\::,t;ccepts
* Start-Up Password: I xxxxxx = PollwWorker Accepts
* Election Day POLL WORKER Password:l ““““““ % Always Accept
Election Day CLOSE Password: I ““““““
*Ealy Voting POLL WORKER Passward: [ [Oeemees |
* Early Yoting SLUSPEMD Password: I ““““““ PR

+ Paoll'orker Accepts

= Always Accept

—eScan Tape
rBlank Ballot———————

Allows Tally Repart Prirt: v

IR o = Waoter Accepts
Combine Split Precincts in Report:

e i r + Paoll'orker Accepts
Include Provigional Ballots in Yaote Totals: o

= Always Accept

(118 Cancel

* Precincts Tab Definitions

Add 12 precincts, using a two digit naming convention (01 through 12)
Split precinct 08 into 08A and 08B

Split precinct 09 into 09A and 09B

Delete precinct 12

Consolidate precinct 09

Move precinct 05 to the top of the list, and then back down

» Districts Tab Definitions, if applicable to the implementation

Add a “County Wide District” and assign all precincts

Add “State District 1", “State District 2", “State District 3"

Delete State District 3

Assign precincts 01-05 to state district 1

Assign precincts 06-11 to state district 2

Add a district for County Place 1 and assign precincts 01-03

Add a district for County Place 2 and assign precincts 04-08, including splits

VVVYVVYV

VVVVYVYVYV
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» Contests Tab Definitions (assignments in bold)

These are District-to-Contest or Precinct-to-Contest assignments, as applicable.

For each contest or ballot text item, the description field should be modified to identify party
affiliation if this is a primary election. Contests must be entered per party if this is a primary
election.

> Add one “Straight Party” contest, if applicable to election type and implementation (County
Wide District/ or all precincts)

> Add ballot text “Federal Contests” (County Wide District/ or all precincts)

> Add “President” (County Wide District/ or all precincts)

> Add “United States Senator” (County Wide District/ or all precincts)

> Add “United States Representative” (County Wide District/ or all precincts)

> Add ballot text “State Contests” (County Wide District/ or all precincts)

> Add “Proposition 1" (County Wide District/ or all precincts)

> Add “State Senator” (County Wide District/ or all precincts)

> Add “State Representative District 2” (State District 2/ or precincts 06-11)

> Add “State Representative District 1” (State District 1/ or precincts 01-05)

> Add ballot text “County Contests” (County Places 1 and 2/ or precincts 01-08, including
splits)

> Add “County Commissioner, Place 1" (County Place 1/precincts 01-03)

> Add “County Commissioner, Place 2" (County Place 2/ precincts 04 — 08 including splits)

> Delete “Federal Contests” ballot text item

> Delete “State Contests” ballot text item

> Add ballot text “Ballot Measures” (County Wide District/ or all precincts)

> Update at least one Contest Description field
» Precinct-Level Contests Tab Definitions, if applicable to the implementation (assignments in
bold)

Precincts 08A, 08 B and 11 may be added as a City Place 5 district and assigned in the Contests

Tab if it is determined that the jurisdiction will not use Precinct-Level Contests.

Add “Local Contests” (ballot text) (precincts 08A and 08B, 11)
Add “City Council Member, Place 5" (precincts 08A and 08B, 11)
Add “City Superintendent of Schools” (precincts 08B, 11)

Add “Dogcatcher” (precinct 01) - SAVE

Delete “Dogcatcher” - SAVE

» Polling Places Tab Definitions

For primary elections, add polling places as appropriate to the implementation for shared or
separate polling places per party in a closed primary.

V V.V V V

> Add 6 polling places
> Delete one polling place
> Assign precincts to polling places for Early Voting and Election Day, as appropriate to the
implementation
» Rotation Tab Definitions: As appropriate to the implementation
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O Activities in the Active Contests and Contest Details Windows

FOR CANDIDATES, ENTER ONE FAMOUS PERSON (e.g., Mel Gibson) AND ONE
HISTORICAL PERSON (e.g., George Washington) FOR EACH CONTEST.

Enable rotation and fractional cumulative voting as applicable per contest.

If cumulative and/or “vote for” multiple candidates options are used in the implementation, apply
these settings to county and/or local contests.

Optional: Import images for contests.

Instruction Note: Change to “Ballot Directions”

Move “Proposition 1” to the end of the ballot

Move “Ballot Measures” to precede “Proposition 1”

Edit Straight Party Contest (straight party, straight party instructions optional)
Add Straight Party options:

> Famous Party

> Historical Party

Edit Contests and Add Options:

Apply primary party affiliations and contests shared with nonpartisan for modified closed primary
as appropriate to the implementation and election.

President (office, SP, 1 choice, “vote for one” instructions)

United States Senator (office, SP, 1 choice, “vote for one” instructions)

United States Representative (office, SP, 1 choice, “vote for one” instructions)
State Senator (office, SP, 1 choice, “vote for one” instructions)

State Representative District 2 (office, SP, 1 choice, “vote for one” instructions)
State Representative District 1 (office, SP, 1 choice, “vote for one” instructions)
County Contests (ballot text)

> County Commissioner, Place 1 (office, 1 choice, “vote for one” instructions)

> County Commissioner, Place 2 (office, 1 choice, “vote for one” instructions)
Local Contests (ballot text)

V V.V V VYV

THE FOLLOWING CONTESTS ARE NONPARTISAN (if appropriate for the election type),
CHOOSE 1 FAMOUS and 1 HISTORICAL PERSON.

> City Council Member, Place 5 (office, 1 choice, 1 write-in, “vote for one” instructions)

> City Superintendent of Schools (office, 1 choice, “vote for one” instructions)

Ballot Measures (ballot text): Change to standard locally used terminology

> Proposition 1 (proposition, 1 choice, proposition text, instructions, and options in standard
locally used terminology)

If dependent contests are used in the implementation, click the Contests tab and add an office
contest that will depend on the option chosen in the proposition contest. Move the new contest to
precede the proposition on the ballot; set up that contest in the Active Contests window, and
make the proposition dependent on that contest, that option.

Move “State Representative, District 1” to precede “State Representative, District 2”
Delete one candidate and add “Bruce Willis” in his/her place

Move “Bruce Willis” in the candidate order

Add Candidate Details to “Bruce Willis”. For detail, use delegates, county of residence, or
profession.
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O Completing the Ballot
» Proofread using the “Active Contests Options List”, “Contest List with Details”, and “Assigned
Precinct Report” reports
* Record Audio via TRANS
> Record English only. Apply “Auto Proof” functionality. Refer to TRANS agenda and user
manual.
> Ballot Formats
__Review the Ballot Data Validation tab
__Select Ballot Templates for the eSlate and Ballot Now/eScan, as applicable
__Proofread the ballot on the Ballot Preview tab
___Print from the Ballot Preview tab and consider new formats for ballots that are multi-sheet,
if possible. Take written note of selected formats.
__MAKE CORRECTIONS, AS NECESSARY, AND FORCE POSITION BREAKS FOR
UNIQUE LOCATIONS IN ESLATE AND BALLOT NOW BALLOTS
__Export all data elements to a desktop folder named for this election (also: export audio)
__Archive the BOSS database before generating the ballot
__Generate and accept ballot formats (with eCM from M&T course)
* Write Ballot Media
> Write one MBB in Test Mode for upcoming training. At least one station writes six MBBs in
Election Mode. Write one DAU audio card. Label cards.
» Ballot Reports for Election Support
> Print the “Media Production List” report. Print “Polling Place Summary” reports for both Early
Voting and Election Day
» Finalize the BOSS database for Tally
> Archive the BOSS database and save to CD before finalizing
Print the “Audit Trail” report
Finalize the BOSS database (lock for Tally)
Archive the finalized BOSS database and save to CD
Restore either the pre-generated or pre-finalized BOSS database, labeled “RESTORE...",
and view
> Delete the restored database
» View/vote ballots on the eSlate, eScan, and/or Ballot Now.

V V V V

O Import/Export Functions
» Create a new BOSS database from imported files (add languages, eSlate Options, eScan
Options, forced positions)
» Export text and audio strings for foreign language translation, and train in TRANS (follow-up
available for translators via WebEXx sessions)
» Import translated text and audio, and proofread the reports and ballot preview
*  Write media (including Demo cards) and view ballots on the eSlate, eScan, and/or Ballot Now.
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Notes:

Page 134 Appendix I: BOSS Training Election Outline © Hart InterCivic, Inc.



6300-002 62C

BOSS Training Manual

Appendix J: BOSS Checklist for Creating a General or Special Election

v

BOSS Operator Steps (General or Special):

1. Double-click the BOSS desktop shortcut to open the application.
2. Login to BOSS as a user with all permissions.
3. If you haven't already done so, set up BOSS users and permission levels.
4. Create a BOSS database named “<Description # Election Type date>".
5. Open the new BOSS database.
6. Define the general or special election jurisdiction information.
7. Define political parties.
8. Select the languages to appear on ballots.
9. Complete ballot instructions.
10. Define eSlate options.
11. Define eScan options, if applicable.
12. Save Jurisdiction tab data.
13. Define precincts.
14. Define districts and assign precincts, if applicable.
15. Define contests.
16. Define precinct-level contests, if applicable.
17. Define polling places.
18. Select ballot rotation type.
19. Add contest details in the Active Contests window.
20. Edit active contests in the Contest Details window.
21. Proofread the available ballot reports, and make corrections if necessary.
22. As a risk-reduction measure, back up BOSS data and the database.
22.1 Export all BOSS data files.
22.2 Archive the database and save to CD.
23. (Optional) Prepare for ballot translation by proofreading the existing ballots.
24. Create four folders on the PC Desktop for data import and export.
25. Export text for multi-language ballot translation, if applicable. If your ballot is in English only,
proceed to step 30.
26. Move the contents of the Export Text folder into the Jobs folder.
27. Use TRANS to translate text for multi-language ballots.
28. Move the text files (.xIf) from the Jobs folder to the Import Text folder.
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v

BOSS Operator Steps (General or Special):

29.

Import translated text for multi-language ballots.

30.

Export English text for recording in TRANS.

31.

Export audio prompts for multi-language audio recording in TRANS, if applicable.

32.

Move the contents of the Export Audio folder into the Jobs folder.

33.

Use TRANS to record English and, if applicable, multi-language audio.

34.

Move the recorded audio files (.xml and .wav) to the Import Audio folder.

35.

Import recorded audio files.

36.

Verify that the ballot is complete.

37.

As a risk-reduction measure, back up BOSS data and the database.

3

7.1 Export all BOSS data files.

3

7.2 Export all translated text and recorded audio.

3

7.3 Archive the database and save to CD.

38.

Select templates and preview ballots.

39.

Proofread the ballot on the Ballot Preview tab.

40.

Generate the ballot, or go back to make corrections.

41.

If you haven't already done so, insert the eCM into a USB port and complete acceptance of
ballot generation.

42.

Print Ballot Style reports.

43.

Create the Mobile Ballot Boxes (MBBs) for use in the JBCs, eScan devices, Ballot Now
PCs, and SERVO, Audio cards for DAU eSlates, and/or Demo cards for eSlate
Demonstration units.

=

“Planning Ballot Media Quantities” on page 24.

44

. Print reports.

45.

Verify that the MBBs and Audio cards contain the required information in the desired
format.

46.

If necessary, copy the database forward (naming it according to conventions), delete the
defective version, make corrections in the new database, and repeat necessary steps.

47.

As a risk-reduction measure, archive the database and save to CD.

48.

Finalize the BOSS database for Tally.

49.

As a risk-reduction measure, archive the database and save to CD.

50.

Exit BOSS.
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Appendix K: BOSS Checklist for Creating a Primary Election

v

BOSS Operator Steps (Primary):

Double-click the BOSS desktop shortcut to open the application.

Log in to BOSS as a user with all permissions.

If you haven't already done so, set up BOSS users and permission levels.

Create a BOSS database named “<Description # Election Type date>".

Open the new BOSS database.

Define the primary election jurisdiction information.

Define primary election political parties and primary ballot headers.

Select the languages to appear on ballots.

SR e R

Complete ballot instructions.

=
o

. Define eSlate options.

=
=

. Define eScan options, if applicable.

=
N

. Save Jurisdiction tab data.

=
w

. Define precincts.

[EY
5

. Define districts and assign precincts, if applicable.

[Eny
al

. Define closed primary election contests.

=
(o))

. OR Define modified closed primary election contests.

=
\‘

. Define precinct-level contests, if applicable.

[Eny
(o]

. Define closed primary election polling places.

=
(o]

. OR Define modified closed primary election polling places.

N
o

. Select ballot rotation type.

N
=y

. Add primary election contest details in the Active Contests window.

N
N

. Edit primary election active contests in the Contest Details window.

N
w

. Proofread the available ballot reports, and make corrections if necessary.

24.

As a risk-reduction measure, back up BOSS data and the database.

24.1 Export all BOSS data files.

24.2 Archive the database and save to CD.

25.

(Optional) Prepare for ballot translation by proofreading the existing ballots.

26.

Create four folders on the PC Desktop for data import and export.

27.

Export text for multi-language ballot translation, if applicable. If your ballot is in English only,
proceed to step 32.

28.

Move the contents of the Export Text folder into the Jobs folder.
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v

BOSS Operator Steps (Primary):

29.

Use TRANS to translate text for multi-language ballots.

30.

Move the text files (.xIf) from the Jobs folder to the Import Text folder.

31.

Import translated text for multi-language ballots.

32.

Export English text for recording in TRANS.

33.

Export audio prompts for multi-language audio recording in TRANS, if applicable.

34.

Move the contents of the Export Audio folder into the Jobs folder.

35.

Use TRANS to record English and, if applicable, multi-language audio.

36.

Move the recorded audio files (.xml and .wav) to the Import Audio folder.

37.

Import recorded audio files.

38.

Verify that the ballot is complete.

39.

As a risk-reduction measure, back up BOSS data and the database.

39.1 Export all BOSS data files.

39.2 Export all translated text and recorded audio.

39.3 Archive the database and save to CD.

40.

Select templates and preview ballots.

41.

Proofread the ballot on the Ballot Preview tab.

42.

Generate the ballot, or go back to make corrections.

43.

If you haven't already done so, insert the eCM into a USB port and complete acceptance of
ballot generation.

44,

Print Ballot Style reports.

45.

Create the Mobile Ballot Boxes (MBBs) for use in the JBCs, eScan devices, Ballot Now
PCs, and SERVO, Audio cards for DAU eSlates, and/or Demo cards for eSlate
Demonstration units.

|_See: |

“Planning Ballot Media Quantities” on page 24.

46.

Print reports.

47.

Verify that the MBBs and Audio cards contain the required information in the desired
format.

48.

If necessary, copy the database forward (naming it according to conventions), delete the
defective version, make corrections in the new database, and repeat necessary steps.

49.

As a risk-reduction measure, archive the database and save to CD.

50.

Finalize the BOSS database for Tally.

51.

As a risk-reduction measure, archive the database and save to CD.

52.

Exit BOSS.
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Appendix L: BOSS Checklist for Using Imported Data to Create an Election

il BOSS Operator Steps (Importing Data):
1. Double-click the BOSS desktop shortcut to open the application.
2. Log into BOSS as a user with all permissions.
3. If you haven't already done so, set up BOSS users and permission levels.
4. Create a BOSS database named “<Description # Election Type date>".
5. Open the new BOSS database.
6. Create or obtain import files and copy to C:\Boss\Import.
7. Go to the Election menu, click Import/Export, and then click the Import tab.
8. Begin importing ballot data.
9. Respond to prompts confirming import processes.

[ =Y
o

. When importing the Party.txt file the Records Already Exist for the Data Element dialog
window appears.

11. Confirm import of the Precinct.txt data

12. Proceed to update the registered voter data with the Party Voters.txt import.

13. When BOSS encounters large import files, the BOSS FastLoad! dialog window appears.

14. IF invalid records are encountered, a dialog window informing the user of the error appears
first.

15. IF BOSS encounters invalid records, continue as if repairing the file.

16. IF BOSS encounters invalid records, the Invalid Record List displays.

17. IF correcting the source file, open the source file and correct the error.

18. IF correcting the source file, select (ALL) and update existing data.

19. Confirm import of corrected data.

20. Complete ballot data imports.

21. Select languages for the ballot, if applicable.

22. Complete ballot instructions, if necessary.

23. Define eSlate options.

24. Define eScan options, if applicable.

25. Select contest position force settings.

26. Proofread the available ballot reports, and make corrections if necessary.

27. (Optional) Prepare for ballot translation by proofreading the existing ballots.

28. Create four folders on the PC Desktop for data import and export.

29. Export text for multi-language ballot translation, if applicable. If your ballot is in English only,
proceed to step 34.
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4

BOSS Operator Steps (Importing Data):

30.

Move the contents of the Export Text folder into the Jobs folder.

31.

Use TRANS to translate text for multi-language ballots.

32.

Move the text files (.xIf) from the Jobs folder to the Import Text folder.

33.

Import translated text for multi-language ballots.

34.

Export English text for recording in TRANS.

35.

Export audio prompts for multi-language audio recording in TRANS, if applicable.

36.

Move the contents of the Export Audio folder into the Jobs folder.

37.

Use TRANS to record English and, if applicable, multi-language audio.

38.

Move the recorded audio files (.xml and .wav) to the Import Audio folder.

39.

Import recorded audio files.

40.

Verify that the ballot is complete.

41.

As a risk-reduction measure, back up BOSS data and the database.

41.1 Export all BOSS data files.

41.2 Export all translated text and recorded audio.

41.3 Archive the database and save to CD.

42.

Select templates and preview ballots.

43.

Proofread the ballot on the Ballot Preview tab.

44,

Generate the ballot, or go back to make corrections.

45,

If you haven't already done so, insert the eCM into a USB port and complete acceptance of
ballot generation.

46.

Print Ballot Style reports.

47.

Create the Mobile Ballot Boxes (MBBs) for use in the JBCs, eScan devices, Ballot Now
PCs, and SERVO, Audio cards for DAU eSlates, and/or Demo cards for eSlate
Demonstration units.

|_See: |

“Planning Ballot Media Quantities” on page 24.

48.

Print reports.

49,

Verify that the MBBs and Audio cards contain the required information in the desired format.

50.

If necessary, copy the database forward (naming it according to conventions), delete the
defective version, make corrections in the new database, and repeat necessary steps.

51.

As a risk-reduction measure, archive the database and save to CD.

52.

Finalize the BOSS database for Tally.

53.

As a risk-reduction measure, archive the database and save to CD.

54.

Exit BOSS.
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