
Early Voting Tabulator 
Procedures

1



Before Early Voting Begins
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Accurate Clock Setting
• Early Voting counting and tabulating will come under heavy 
scrutiny. This includes the dates and times of voting.

• Each night and for a day and a half after the end of Early 
Voting the early voting tabulator and voted ballots are 
inaccessible. Only the tabulator log shows that there was no 
after-hours voting. Please note: Votes may appear as cast 
after the close of polls on any day of early voting if the 
elector joined the line before the close of polls.

• The Early Voting results are generally the first ones 
available on Election Day.
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Set Date and Time at Testing
• During Early Voting tabulator(s) logic and accuracy (L & A) 

testing, it is important to set the clock and date correctly. This 
is a matter of optics and accurate record-keeping.

• Tabulator tapes show the “times” of voting.

• Make sure that the minute setting on the clock is as accurate 
as possible to prevent any appearance of opening too early or 
closing too late. 

• As a best practice, make sure to send the tabulator to the EV 
location with a new roll of printer paper.
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Set Date and Time at Testing (cont.)

• Daylight saving time change occurs after Early Voting starts but before 
Election Day. The clock cannot be changed during Early Voting, so an 
erroneous setting cannot be fixed later.  The tabulators should adjust 
automatically but should be double-checked.

• To set the clock during L & A testing, the tabulator must be plugged into 
power, have the memory stick for the election in place, and have the 
Election code entered. 

• If there are any errors, make note in the Moderators’ diary and contact 
the Registrars of Voters immediately.

(Instructions on setting the time can be found on slides 36 – 41 of this presentation.)
5



Before Early Voting Location Opens
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Ballot Box and Tabulator(s) Precheck
1. The moderator should be able to see flashing amber lights or a 

solid green light through the viewport in the back of the ballot box. 
a. These lights mean that the tabulator is receiving power. 
b. If the tabulator is not receiving power, address that issue before proceeding.

2. The ballot box should have three election seals in place. Every 
seal should be checked against the Moderator’s Return to ensure 
that it is:
a. The correct seal number, and 
b. The seal is not broken or tampered with

3. If the seals are intact and correct, proceed to the next section. 
a. If the seals are incorrect, broken, or otherwise appear to have been tampered 

with, record the information in the Moderator's Diary and contact the 
Registrar’s office for further assistance.

4. Mark the Moderator’s Return to indicate that the seal was correct 
and unbroken.
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Preparing The Ballot Box for the EV Location

1.The registrars will place seals on all three 
access points on the ballot box.

2.Access points can be found on the 
“clamshell” top, auxiliary bin, and 
ballot access door.

3.These seal identification numbers should 
be recorded and checked by the 
moderator before opening the tabulator 
for Early Voting.

4.If the seals do not match, record this in 
the moderator diary and contact the 
Registrars immediately.

5.At the end of each day of Early Voting, the 
moderator should seal the “clamshell” 
and record the number.
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Preparing The Ballot Box for Voting
1. Break the seal on the auxiliary bin, which is the middle seal, unlock the 

auxiliary bin with the metal key, and flip open the light-grey flap that 
blocks the auxiliary bin slot.

2. Close and lock the auxiliary bin, leaving the slot accessible to ballots. 
Replacing this seal at the end of each EV day is optional.

3. Break the seal on the ballot access door, which is the bottom seal. 
Ensure the compartment is empty.

4. Break the seal on the locking Clamshell Case. This is the top-most seal 
on the ballot box.

5. Place the broken seals in a suitable container, such as a plastic banker’s 
bag, for safekeeping.

6. Using the all-metal key, unlock the Clamshell Cover.
7. Unlatch the two latches on the Clamshell Cover.
8. Open the Clamshell Cover to obtain access to the tabulator.
9. The auxiliary bin and ballot access door should be checked and locked 

at the beginning and conclusion of each day of Early Voting. It is optional 
to use seals each day.

10.On the final day of Early Voting, the moderator should lock and seal all 
three compartments before returning the tabulator and box to the 
Registrars. 
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Preparing The Tabulator
1. The tabulator will have one visible seal inside. 

Check this seal’s identification number against the 
Moderator’s Return.

2. Using the plastic-handled key, unlock the 
tabulator’s flip-up screen.

3. Raise the screen to “boot up” the tabulator.
4. While the system is booting up, check the seal on 

the inside left of the tabulator against the 
Moderator’s Return.

5. The main voted ballot compartment was sealed by 
the Registrars, at testing, prior to voting, the 
Moderator shall open and check the bin to make 
sure no ballots are currently in the compartment. 
Voted ballots will remain in this compartment until 
the end of the election day, unless an additional 
container is needed.

6. If the Registrars did not seal the main 
compartment previously, open the compartment 
with the bare metal key and verify that it does not 
contain any ballots, then lock and seal it for the 
day. 
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1. Check the icons on the lower right of the Election Label banner on the tabulator 
screen as pictured above. 
a. The unit should have an electrical plug icon as shown. This indicates the unit is plugged into a 

functioning power outlet and not operating on battery.
b. Check the clock next to the electrical plug icon. Log any significant discrepancy between the system 

clock and the actual time in the Moderator’s Return.
c. The “Public Count” is the cumulative total number of EV ballots accepted by this EV tabulator to date.

2. When the screen says that the poll is open, touch ’Don’t Close – Keep Voting’
3. The screen will display the animated graphic, which indicates the tabulator can accept 

ballots.
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Opening the Early Voting Location
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Enabling Voting on the First Day
1. Once the Tabulator boots, put in the access 

code, and a configuration report will print.
2. Next, it will prompt you for an election 

code. This code is different for each 
election and will be supplied to the 
moderator by the Registrar’s office. Enter 
the code and click ‘Accept’ on the touch 
screen

3. The next step is to generate a set of 
opening reports. The report generated on 
the first day is a set of zero tapes for the 
entire election; the set of tapes generated 
on subsequent days is a report that 
indicates how many ballots have been 
counted by the tabulator on all previous 
days.

4. Select “Open Poll” to have zero tapes print.
5. After the first day of early voting, each 

day’s opening tapes will be checked 
against the previous day’s closing 
tapes.
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for opening the polls on Election Day.



First Day of Early Voting - Tape Printing
The Tabulator may automatically print the three Zero reports used for the 
election, or the moderator may have to do this manually.

1. Confirm that the tapes are for the proper district, election, 
party, etc.

2. Once confirmed, use a pair of scissors to separate the three 
reports.
a. Place the first copy with the configuration report attached in the Moderator's 

Return.
b. Post the second copy for public viewing in a publicly accessible location.
c. Place the third tape in the ballot tote, bin, or other container used for storing 

the voted ballots. The third tape must be with the ballots.
d. The Moderator and Assistant Registrars must sign each copy.

3. Select ‘Go to Voting.’
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Opening EV Locations on 
Subsequent Days
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Opening Subsequent EV Days
1. Open the tabulator touch screen lid. 
2. Tabulator will boot up.
3. Enter the Election Code on the appropriate screen. 
4. Election will load, and the screen says, “Loading Election. Please wait...” 
5. Next, a screen saying “Configuration Report Printing Report. Please Wait...” 

appears with the options to pause or cancel and remove tape.

Loadin
g 
electio
n
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Opening Subsequent EV Days (cont.)
6. When powered on, the tabulator will inform you that the voting 

device has already been opened for voting. 
a. Select “Report options” from the bottom menu.
b. Select “Daily ballot status accounting” from the report screen.
c. Select “Print Report” from the bottom menu.
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Opening A Subsequent 
Early Voting Day (cont.)

d. Each report tape lists the number of ballots that have 
been cast so far in the election on this tabulator.

e. Print a second tape by pressing the “Print Report” 
button.

f. Print a third tape by pressing the “Print Report” button.
g. Confirm that the ballot count is identical to the night 

before by checking the tape’s total against the 
Moderator’s Return.

h. Place the first tape in the Moderator’s Return. This 
should be the one with the system report on it.

i. Post the second of the printed reports in a public space 
for public inspection.

j. Place the third tape in the ballot box, auxiliary bin, or 
the ballot access door container.

k. Click “Cancel” on the report screen to return to the 
screen informing you that the poll is already open.

18



7. Touch “Don’t Close - Keep Voting” to 
open for the day.

Opening A Subsequent 
Early Voting Day (cont.)

8. When this screen appears, the polls 
are open
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End of Day Procedures
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Auxiliary Bin Content Review – End of EV Day

1. Remove the ballots from the auxiliary bin. 
2. Have the two Assistant Registrars review the 

ballots. 
3. Determine whether each ballot will need to be 

placed through the tabulator or set aside for hand 
counting on the day of the election. 
a. If voter intent is clear and the tabulator would not mark the ballot as 

such, you must hand-count the ballot. 
b. If the Assistant Registrars cannot agree, the Moderator casts the tie-

breaking vote.
c. Fully blank and overvoted ballots can be sent through the tabulator. 

4. See next slide for tabulator shutdown procedures.
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End of the Day - Shutting the Tabulator Down
1. Unlock the auxiliary bin.
2. Feed all the ballots in the auxiliary bin through the tabulator.
3. Blank ballots and overvotes can be accepted as-is.
4. Unreadable marks must be hand-counted.

a. Place all Ballots requiring hand counting in the “Hand Count Envelope” 
(for that day) and return that envelope to the Registrars, or

b. Put the hand count envelope in the ballot tote for that day or accumulate 
and store securely in a tote in the town clerk’s office, as directed.

5. Now shut down the Early Voting tabulator(s) so as to:
a. Print a report that shows:

1. How many ballots were voted, but 
2. Does not include any of the results.
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Shutting Down For the Day
Without Closing the Polls – (Early Voting)
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1. Confirm that Early Voting is ready to be closed.
2. On the ballot insertion screen, touch the “Tools” icon in the top right corner.
3. Enter the election code and touch “Accept”



End-of-Day Tape Printing
1. Choose “Report options” from the options menu
2. Select “Daily Ballot Status Accounting” from the report 

screen. There are no options to choose for this report, 
and so there is no “Affidavit” on the tape to sign.

3. Select “Print Report” from the bottom menu
4. A report tape will print that lists the number of ballots 

that have been cast so far in the election on this 
tabulator.

5. Print a second and third tape by pressing the “Print 
Report” button.

6. Calculate the number of ballots cast through the 
tabulator this day by subtracting the opening count 
from the closing count number (beginning on day two 
and continuing). 

7. Place the first report tape in the Moderator’s Return.
8. Post the second report tape in a public space. 
9. The third report tape should be placed with the ballots. 
If you touch “Cancel,” you return to the screen on the 
left. You can get back by choosing “Report Options”
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After printing the Daily Ballot Status Accounting 
tape, you may shut down

1. Touch the “Admin” icon.
2. Touch the “Shutdown” button.
3. The system will power off. 
4. Wait for the tabulator to completely power down before closing and locking the touchscreen. 
Note that the tabulator does not ask for an Admin code.
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Securing the Tabulator for the Night

• After shutting down the tabulator, without closing the polls, 
lower the screen. Lock the tabulator.

• The method of securing and storing the tabulator will vary 
by municipality.

• The location in which the tabulator is stored should remain 
locked, access to the location must be exclusively controlled 
by the registrars, and the access must be extremely 
limited.
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Election Day – Closing Election on 
Tabulators Used During EV
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Counting and Finalizing
on Election Day

1. The tabulator should have been shut down on the last day of 
early voting, but not “closed out”. 

2. In accordance with the town’s early voting plan, at eight p.m. 
on Election Day, the Registrars or their Deputies will take the 
EV tabulator(s) to the Central Counting location and power 
them on to “close out” early voting. 

• “Closing out” writes the results of early voting to the tabulator’s memory stick, 
and, most importantly, confirms that each Early Voting tabulator is still 
functional and was not tampered with or compromised since the end of the 
early voting period.

3. After the “power on” test, each functional tabulator is delivered 
to and kept in the custody of the Central Counting team. 

Do not print any results tapes until the end of Election Day. 
28



On Election Day: 
1. Enter Election Code and the configuration report prints
2. Press “Close Polls” go to the Override screen
3. Enter the Override code and touch “Accept.”
4. A “Closing Polls screen appears, and the Moderator prints a Ballot Status Report.

This report is compared with the same report from the last day of Early Voting (i.e., Sunday 
night.) This shows the Tabulator is still working and not compromised.

Closing Early Voting and Checking Status
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At 8:00 pm on election day:
1. Boot up the tabulator, enter the Election Code and as before, configuration report(s) print.
2. The Screen will say “Successfully Closed.” Choose “Report Options.”
3. For the Detail Tapes with all the precincts results included one after the other, chose “Voting Results” 

and select “Precinct”, “Detailed” and “Include Affidavit.” You need these detailed results for EMS.
4. Following a general election, print a fourth tape with a “Write-in Review” report

For Precinct-by-Precinct totals, select options pictured below: 

Closing Early Voting and Printing Results
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When printing is complete you may touch Cancel, 
taking you the screen below, where you touch 
“Finished-Turn Off” to shut down the tabulator

Closing Early Voting and Printing Results (cont.)

For Summary totals, select these options: 
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Reminder: Counting and Finalizing an Election 

• Do not print any results tapes until the end of Election 
Day. 

• Once the polls have closed on election day, print the 
results tapes.

• As with polling place results tapes:
• One is posted at the Central Counting location
• One goes with the ballots, and 
• The final one, with write-in images (if any), goes in the Early 

Voting Moderator return so it can be used for hand-counting.
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Tabulator Seals
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Applying Election Seals – End of Day EV
1. A seal should be in place on: 

a. The tabulator’s front access door, 
b. The rear access door, and 
c. The ballot box tabulator release lock

The above seals may have been replaced during the day to clear a ballot jam or 
replace the tape. Keep a record of all seals used and keep the broken seals in a 
container.

4. Close the top of the tabulator and lock it with the plastic-handled key.
5. Close the ballot box’s clamshell lid

a. Latch each side of the lid
b. Lock the lid with the all-metal key

6. Secure the clamshell Lid with a seal and log its number in the 
Moderator’s Return.
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Applying Election Seals – End of Day EV (cont.)

Replacing the seals on the auxiliary bin and the ballot access box at the end of 
each early voting day is optional. 
1. Open the Auxiliary bin and close the gray flap to restrict access to the bin. 

Lock the Auxiliary bin with the metal key. 
• If you apply a seal to the Auxiliary bin, log its number in the Moderator’s Return

2. Lock the ballot access door with the metal key.
• If you apply a seal to the ballot access door, log its number in the Moderator’s Return

3. The System is now shut down. Once the Moderator has completed their 
duties at the polling location, they will review their daily results with a Deputy 
Registrar. The moderator will hand over their end-of-day materials to the 
deputy.

4. The Central Count Moderator will officially award write-in votes and hand 
counts using the ElectionWare product on Election Day. This process is 
described elsewhere. 

5. Transport the ballot bin to the Town Clerk’s vault or Registrar’s fireproof safe 
at the direction of the Deputy.
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Clock Settings
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Clock Setting Is In The Admin Menu
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To access the Admin menu, touch Admin
  

Then on the next screen touch Log In



Admin Menu
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Enter your Administration code and touch accept.

To exit the screen on the right of this slide, touch “Logout,” then touch “Exit” on the 
next screen to return to the Open Poll screen.

The Admin menu appears. Touch “System 
Settings” 



The System Settings “Warning”

Please note: Despite the system’s warning 
about using “System Settings”, the date and 
time settings are safe to change. 

Do not make any changes other than 
changing the Date and Time unless 
instructed otherwise by SOTS or ES&S.
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Admin Menu “Date & Time” Choices
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System Settings: Touch 
the sub-menu choice of 
“Date and Time Options. 
Changes can be in any 
order.
1. For Date and Time 

changes, you choose 
which one to change, 
make the changes on 
its screen, and touch 
“Apply”

2. Then touch “Back” and 
choose the next one 
you want to change

3. When done, go back 
to the original options 
screen and touch 
“Apply” (circled in 
pink)



This will take you to another “Date and Time Options” 
which states that your changes have been successfully 
stored.
Touch “OK” to continue and you reach the “Voting 
Device Status” screen again. 
Touch “Logout” and “Exit.”

Finish Admin Menu Choices
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