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ES&S Model 100

Poll Workers Guide to
Opening the Polls

If you have any questions throughout the process of getting the precinct counters ready for the polls, please give the Auditor’s Office a call at (515) 754-6323.

   1

1. Tip open ballot box-make sure it is empty and that the 

ballot box divider is in place in the center of the box. Then close the box.

2. Thread the power cord through 

the opening on the left side 

of ballot box.

3. Install the precinct counter on ballot box, sliding only halfway back on the mounting rails.  

4.  While supporting the front 

     of the precinct counter,

     plug the power cord into

     the back of the machine

     and then into the wall 

     outlet. 
   2

1. Turn the precinct counter on by turning the power switch to “ON” which is located on the back side of the precinct counter . (See picture below)

2. Push the machine onto the rails and push all the way back. (Make sure that it lines up with the diverter connecting plug and it is snugly against the ballot slot/paper path.)  (You should not be able to lift up the machine if it is correctly put on the rails. If you can  pick up the machine, it is not on the ballot box correctly.) 

3.  Remove the numbered seal from the precinct counter

     by cutting it with your scissors.
   3

1. Once the precinct counter is installed and the power turned on, it will load the operating system. (This will take a minute or so)  Then the precinct counter will have an S-MODE illuminated in the upper left corner of the display and “ELECTION CARD INSERTED, OPEN POLLS NOW?” will be in the top center. 

2. If you see “NO-AC” illuminated in the upper right corner make sure the power cord is attached to the back of the counter and is plugged into a 120 Volt AC outlet.  (regular wall outlet)  This indicates the power cord isn’t properly attached to the back of the precinct counter.             
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   4

1. Unlock and remove the printer cover.

2. Press the button under YES to open the polls.

3. You will then be prompted to turn the Supervisors Switch off. (to the left)  


   5

1. The Zero Totals Report, Status Report, and Zero Certification Report will print automatically.
2. All officials sign the report on the lines printed at the bottom of the Certification Report before removing it from the counter.  Remove the report by cutting it diagonally across the signatures, leaving part of the signatures attached to the counter.

3. Post the Zero Report prominently in the precinct.  (Tape across the back of the ballot box.)

4. Replace and lock the Printer cover.

5. The Counter will be in the active VOTE mode at this time.  The display will say “Insert Ballot—Number of Voters: ​ 0 “

   6

1. Make sure the ballot box halves are securely locked 

together .

2. Check the emergency ballot storage bin to make sure it is empty.  The emergency ballot storage door should now be raised and locked in place.  (Line up the arrow to the lock on sliding emergency door and lock.

3.   Return the keys to the carrying case.


   7

1. Allow the voter to insert their own ballot.  (In most 

instances a ballot that will not feed into the counter will be accepted on a second or third try.)

2. Ballots that are forced into the counter are likely to 

jam.  A light touch works best.  

3. Instruct the voter to gently feed the ballot into the 

machine and let it take the ballot from the voter.  

4. If you experience problems in feeding the ballots that 

cannot be corrected by re-feeding, make a note of the error code and call the Auditor’s office for assistance.

Phone:  (515) 754-6323




ES&S Model 100

Poll Workers Guide to
Closing the Polls

If you have any questions throughout the process of closing the polls, please give the Auditor’s Office a call at (515) 754-6323.

  1

When the polls are officially closed, you will need to follow these procedures.

1. Always check to see if any ballots were deposited in 

the emergency storage bin.  If there are any ballots in the emergency storage, you need to scan them now, before the counter is placed in the Post Vote mode.

2. Unlock and remove the printer cover.

3.  Turn the Supervisor’s Switch on. (to the right)
   2

1. Press the button under “Close Polls”.

2. The voting results will print automatically.

3. The Report Certification will print automatically.

4. Gently pull up the results tape, cut to remove the report and have all precinct workers sign.

5. Place the signed report in the Tally List Envelope.

6. Remove the Zero Report that was taped on ballot box during the day and place it in the Tally List Envelope.
   3

1. Replace and lock the printer cover.

2.  Unplug the power cord from the back of the precinct 

     counter and unplug the cord from the wall. (Do not 

     turn the power switch off on the machine!)

If you are not sending results via modem, skip to section                            

 6  at the bottom of this page.

If you are sending results via modem, continue on with this section.

After the results have been printed, the counter will be in the CLOSED POLLS MENU.  This is the menu you will need to access the modem transmission function.

3.  Remove the counter from the ballot box and locate 

     near a telephone line.  (Take the phone cord with you.)

4.  Remove the PC Card Modem from the bottom slot. 

     (Push the square black button located to the right of 

     Modem card to eject.)


   4

1. Open the line jack in the Modem by pressing on the 

Access bar. (left edge of card)

2. Snap the telephone line into the jack on the modem. 

(Support the jack with your hand when you snap in the phone line.)

3.  Carefully re-insert the Modem card into the bottom PC

     Card slot.  (The square black button will pop back out

     When the card is inserted correctly.)

4.  Plug the other end of the phone cord into the building

     phone jack. (You may use the adapter that is in your 

     carrying case to join the PC Modem phone cord to the 

     building phone cord if you have a phone cord going 

     into your phone that unplugs.)

5.  Press the button under “MODEM”.


    5

1. The display will say “Uploading Results, Probing for Modem, Please Wait.”

2. Then the message should be “Results Sent Successfully.”     If you get the message “Error in Transmission”, re-send the results.  If you get the message again, contact the Auditor’s office. 

**The counter is designed to continue transmission attempts until a successful data transfer is completed.  In some cases a phone line may be busy and it will take several tries to transfer data.  Wait until you see “Results Sent Successfully” or a second “Error” before you contact the Auditor’s Office.

3. Once you see “Results Sent Successfully” you are now finished with the modem.  
   6

1. Remove both cards from the precinct counter.   Take the phone line out of modem card and place modem card and PCMCIA card in the Tally List Envelope.

2.  Turn the precinct counter off. (switch is on the back,  

     right hand side.)

3.  Place the counter in the carrying case with the power 

     and modem cords.

4.  Unlock and separate the ballot box halves.

5.  Remove the ballots from the left bin and place them in 

     the envelope(s) provided.

6.  Remove the ballots from the right bin and record the

     write-in votes in the tally list as instructed.  Record 

     write-in votes only, all other votes were recorded on 

     the precinct counter.

7. Return supplies, precinct counter, ballots, and empty metal ballot transfer case to the Courthouse immediately.

8.  The precinct counter ballot box and empty metal ballot

     transfer case will be left at the precinct.
****Precinct chairs will be responsible for returning the precinct counter, all ballots and supplies to the courthouse 

as soon as possible!
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