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San Bernardino County Registrar of Voters
HiPro ICC Audit Reports (Version 1.0)

Purpose

The purpose of this procedure is to compare reports from the IT department to Ballot Storage data
entry. In order to audit the Hi-Pro data, all boxes from the IT room must be in the data entry system, and
all pallet audits must be 100% complete.

Scope
This procedure is to be used in the Ballot Department and is not applicable in any other departments. It
has been designed to catch any possible errors.

Supplies
o Clipboards
e Pens
e Stapler
e Key Fob

Generating the ICC Audit Report

1. Login into PC with your username and password.

2. Once you have received the copies of the Hi-Pro sheets from the IT department, open the PC
and go to the Ballot Storage Data Entry page.

Note: Hi- pro sheets are placed in a tray located on the shelves In front of the computer by the

fence.

o

Acrobat
Reader

Y

Ballot
Storage

-
Rims
DimsNeT -
Shortcut

3. Locate Ballot Storage icon on Desktop. Double click the icon.
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4. Click the Reports link

Ballot Accounting

Box #

5. Click the Ballot Storage Verification button

ﬂ] Ballot Storage

Home T logy_Support > Ballot Counting Coordination > Ballot Storage
FOLDERS (1)
[j Archive
PAGINATED REPORTS (17)
@ Ballot Storage Audit @ :lcglc-sn":c[ize";]veucﬁi’w: @ Ealiot §20:39A3 by.Oistrict @ Ea"ct Storsg elE @ :;t‘:j 32"399
Poll Ballots Batch and District

Counts Summary

Ballot Storage by WinETP N _ Ballot Storage ICP
@ N 9¢ oy @ Ballot Storage Deta @ Ballot Storage ICC Audit @ Ballot Storage ICP Detail @ N 4
Precinct Summary

Ballot Storage Pallet Ballot Storage Pallet . R b g " N "
@ @ @ Ballot Storage Search @ Ballot Storage Verificatior @ BallotStoragePalletList
Verification Verification -old

6. Select the proper election from the dropdown and click View Report button.

Home > IT » Technology_Support > Ballot Counting Coordination > Ballot Storage - Ballot Storage Verification

Election x@ [ NOVEMBER 8, 2022, GENERAL ELECTION Y

4 < T of2? D DI O ® 100% v B¢ | Find | Next
Box # Counter Batch # Batch Size Outstacks Pallet # Scale Count Ballot Ballot Type Created On

Category  Description

7. Click on the save disc icon and then excel

B .

Word

Excel
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8. A pop up will appear on the right top corner of the screen, click on Open file.

Downloads £

Ballot Storage Verification (3).xlsx

9. Columns will show like this picture

Box# Counter  Batch# BatchSize Outstacks Pallet# Scale Count Ballot Ballot Type Created On Created By

Categol Description

10. To Change the columns follow the next steps :

a. Highlight ) and K columns, right click on the highlighted columns, click on hide

3allot Type Created On

ail 11/1/2022 8:42:39 P
ail Tahoma - |11 - A A
ail 8l r > - A -
ail ey rm—aa e —
ail > =——————
ail ’
ail 2
ail iC Paste Options:
ail = =y e
a
ail i = 3
ail e
ail Best
ail Delete
ail s Crk et
il p— =
ail SR
a1l
ail Hide
il Unhide
ail IXFAJ20ZZ BIIDIZIP

b. Click on the Column A, right click and select Cut. Then highlight Column E, and click
Insert Cut Cells

e A A B
| I_E B I = M- A - s

637 36 Cut

627 Ez Lopy

643 JE-, Paste Options:
647 e

491 0

613 3
602 Insert Cut Cells
ot Delete

s Clear Contents
633

640 Format Cells...
607 Lolumn Width...
699 Hide

288 Unhide

622 - o
]
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11. The final order of the columns should be as follows = Counter, Batch#, Batch Size, Box #,
Outstacks, Pallet #, Scale Count, Ballot Category, Ballot Type Description

Pallet # Scale Count Ballot Ballot Type
ﬂ Category ﬂ De.scriptioﬂ

110 £57 Ballnt. Rdail

Counter Batch # Batch Size Box # Qutstacks
£

5 2 £27 1

12. Now we have to make the top row "filterable". Go to the top bar, click this icon and select Filter.

IO, Pd I THENY L lI,il'-'_i_ 31

2y O

Sort & Find &
FHBEE = Select -
diti 2]  Sort Smallest to Largest

El Sort Largest to Smiallest
Custom Sort...
Y FEilter

13. The header cells will now have a drop down button where the arrow indicates.

Box # Counter Batch # Bat
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14. Under Ballot Category, select ONLY Ballots and Duplicated/Replicated Ballots. Uncheck
Unreadable/Ballots To Be Replicated. Click OK

Jallet #

iScale Count Ballot
B2 B Catego

SortAtoZ

—

PN N

—

SortZto A

Sort by Color 3

Text Filters »

Search

[V (Select All)
[ Ballots

I [Vl Unreadable/Ballots To Be Replicated '

Cancel

15. Filter Ballot Type Description the same way as the previous step, to whichever category is on the

first Hi-Pro sheet presented by IT.

a. MB =Mail ballot, Mail UOCAVA
b. PP =Polling Place,
c. DMP =Designated Mail Precinct,
d. PV=Provisional
| A A 0 . ! (
2]l SortAtoZ PRINT LEGIBLE |J o —) A e P >
Zl sortZtoA \ \,\\Q)v I v s
Sort by Color , X4 W\ ICC01- MAIL BALLOT (MB)
B Clear Filter From "Ballot Type Descr..." Tof%:‘ 200 T uE'N__DA“G zmr"
5o Th of
v | Filter by Color 4 Total Ballots Accepted /26534 Total Ballots Accepted _\ 5 /5L,
Text Filters > i~15-20 SI%¢ oL ,“( ¢ r;’S{71' g{;\"/.’.»\ 7;é'_xl =
DATE/TIME NITIALS DATE/TIME i INITIALS
e e | Batch Size 1 BoxNumber 1 Outstacks T Time T initais |
] (Select Al 20| 703,/ |\ 6 9/ v £:15 A 1 ,
] BMD Mail (o > J oo W g
[C] BMD Polling Place ’) " 1 & "2 9onon
[[1 BMD Provisional //92_‘}( %5)79\/ ll?? V. ,//\/ \- 290n0n |C\W/ K
: 2 X 20 2 Y a . { ] /
i 203 W[€2ev Nz [ 7 [C 3090w/ @
2 vrait_UOCAVA] 20w 605 1202 O v |6"560a|CW @&
] Polling Place — = = =5 v ;
[] Provisional 225n '7.5)7/\/ 'Z/O W ¢ )l’/) v |7 {90{\» ([l/@
206x |UZo 12104 O v |7:260lcvw, 7zt
Canc¢| - " 10 | e i = =7 . ]
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16. Click the filter button for Batch # and sort smallest to largest

A L 21 Sort Smallest to Largest
2] Sort Largest to Smallest
Sort by Color »
2
3
6
; Number Filters »
7 Search yeo)
8
9 [V (Select All) A
17. Click the filter button for Counter # and sort smallest to largest,
21 Sort Smallest to Largest
Z| Sort Largest to Smallest
= = = Hl 9 ge
g = 2 ik Sort by Color »
2 6 2 627
3 7 2 643
4 6 1 647
S 5 1 491
6 7 1 613
1 ;
; 3 i sz Number Filters 4
9 4 1 603
10| 1 2 633 Search yo
11 4 2 640
12 3 B 607 (Select All) A
13 2 2 699

18. Filter column A and select which ICC counter to print.

7 (Setect A ~
~ O
~
M2
™ 3
~a
S
6
7
~ s

Cancer
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19. Highlight the first five columns and press Ctrl + P to bring up the Print Preview screen

20. Directly under the settings, change the drop- down to Print Selection

Settings

Print Active Sheets
Only print the active sheets

I:’__I Print Active Sheets
Only print the active sheets
I;I Print Entire Workbook

Print the entire workbook

EI Print Selection
Only print the current selection

21. Under printing settings, Change Print on Both Sides to Print One Sided.

Settings
f—_] Print Active Sheets
= Only print the active sheets

- -
v

Pages: ~| to

EJ Print on Both Sides
i Elip pages on long edge

E Print One Sided
Only print on one side of the page

Print on Both Sides
=5 Flip pages on long edge
‘ | Print on Both Sides
S| Flip pages on short edge

—
[:I;D Custom Margins

[ NoScaling

Dlm Print sheets at their actual size

v

Page Setup

Ballot storage
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22. Also under scaling settings, change No Scaling to Fit All Columns on One P

Settings
FFFA  Print Active Sheets
! Only print the active sheets

Pages: < [Exo -

Print on Both Sides

Flip pages on long edge

Collated

EH—‘ 123 1,23 123 T
‘—t Portrait Orientation -
‘ ‘ Letter

-~
N 8.5" x 11"
\'I_F Custom Margins -
0=

’ %E No Scaling

Print sheets at their actual size

oD No Scaling

0 Print sheets at their actual size
100

& Fit Sheet on One Page
2l N L sl o fos o ab_s s
*

on one page

Fit All Columns on One Page
Shrink the printout so that it is
one page wide

E" Al B ue on Ooo Doo

L Shrink the printout so that it is
one page high

L

Custom Scaling Options...

23. Click the Print button to print the report pages.
24. Repeat these steps for each ballot type description in the Hi-Pro sheets reports.
25. Collect the ICC sheet report from shelf in front of computer area.

Ballot storage 9 Revision Date: 09/20/2023
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Auditing the Reports
1. Team member 1 reads the IT Report

a. Batch#

b. Batch size
c. Box#

d. Out stacks

2. Team member 2 confirms by repeating the data on ICC Audit Report.
3. Both members check off the items as they read them

PRINT LEGIBLE
(P
ICC04 - POLLING PLACE (PP)

STARTING ENONG
Total Batches __ OLf Total Batches T
61 i 1 621 Baots M Total Ballots Accepted LT (/Y Total Ballots Accepted 77/ S

1:2dqm 11/04) oShm L MY
e NS oal LS

L/ /] #/) m| ok
L4 W\ o] &) z20an| e o
Yo' | 3V | 10003 O | vy b

Storage Print Out

26. If you find an error, do the following:
a. Circle the error
b. Find the box with the error
c. Go to the computer and edit the error
27. When the report is completed, both employees initial and date the printout and place it in the
appropriate gray bin reading “COMPLETED IT RECONCILIATION AUDITS” tray is located on the
eastside shelves next to the printer.
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28. Place the audited Hi-Pro sheets into the designated binder in order by date, description of mail

and ICC #

Note: We have ICCO1 and ICC04 with the same date and same Ballot description; however, they
are not filed together. They are filed under separate categories. See the picture below.

Q4 1|

PRINT LEGIBLE

~

20l

X4 \\\\“

X000
Total Ballots 2653
4S-2022 57 aum s M

WAL

=) \ o
'ICCO1- MAIL BALLOT (MB)

Totat Batehes _ 210"
Total Ballots Accepted ! £,
[ 7AW Y
DATETIME T

703

||60/

v 6: 5o

292K

58SV

99 ,

20 3 x

62 6v

97~

(4%
6 2900 [/
6 39an |«

290Uy

004

202

v &ﬁzmcb/ (<Y

225%

697

269

7' [3on

206

‘U\.:O\/

210

Z:260n

2072

bUs

\2(cv

7:C06.|

O 208 %

G212y

~OYaa)

Zaﬁ\x

Gop RO Z).

Q:500n]

2/0X

60 Qv

9:04 an

2] %

Zllv

9. 200,

=2/2

=

F:37M

2/ 3X

Y

. 1580

24X

7/0v

p:27

o

LY

oS,

2(6x

Y21,

12:17,

217 X%

St~

Zlm,

Z\@x

A%

Ov

% 4
> 02

rron: LewioLe

niye

ICC04 - POLLING PLACE (PP,

4

Total Ballots
132002 | 2d qm

Gquy

Total Batches 5

Total Ballots Accepted /S
]VAU"_ 2T
oareTmE

1:054m Aer MY
s

NI 2] v 7/“,/7‘,/;\"1,1’4‘:1
[ /| v/ |woy &) 20an| y ok
XA WA T 24 WS 2T
Yo' | 237 | 10005 O | sty |
U 7 ook /] qr /] I:von [ b |
w-d| e e S| rsen g2 ok
43 # AN AN TR
4 2 JoGes V| L v SaMF) D9
1093702 V| 2eimm) 9=
ers/d 2 V| 2omn) Q4
47/ 282V woed|l o | zism| zg oA

Note: this is the binder where we need to file the completed Hi Pro audits by dates and by mail

description

Authorization

Document Owner: Ballot Storage

Initiation Date: 01/18/2023

Version Number: 1.0, Original Document

Date: 09/20/2023

Version Written By: Salvador Valencia
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