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Training Guide - Lexmark C4150

Location of Components
o Cart
= Roller locks.
=  Door and Drawer Locks.
= Cart Lid, Raising and lowering.
= Bottom Drawer.
=  Electrical Wiring Power and Data.

o Computer (Dell Laptop)
=  Printer Cable.
=  Power adapter.
=  Power Button.
=  Windows 10 OS.

o Printer (Lexmark C1200)
=  Power and standby buttons.
= Paper Trays.
= Manual Feed.
= Duplexer.
=  Back output door.
=  Top output tray.
=  Front Panel indicators and screen.
=  Front panel buttons.
= Top lid Opening.
= Cautions and Sensors.

o Consumables
= Paper
e Tray38%X18”
e Tray28%X11”
e Tray 1 Manual feed no paper.
=  Fuser.
= Ink Cartridges and drums.
= Transfer Belt
=  Waste Tray
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Operating the Mobile Ballot Printer

Power up
1. Plugin power extension cord to the MBP.
2. Turn on Power strip.
3. Turn on Printer and wait for “Ready to print” indicator.
4. Turn on Laptop.

Printing / ¥ Early Voting System x
1. Logon to Laptop Windows — Admin | Admin Passcode ] SENT'O e
2. Logon to the EVS systems — User name | Passcode. fauly Weiing ~ Ballot Printing System  —
3. Sysiienn

Password: ||
s
Print Test
4. Enter the Ballot (Ballot Type) in the Keyfield. (See Notes Below).
5. Enter how many Ballots you want printed (Default is set to 1).
6. Click the Scroll Menu to apply a reason.
7. Optional —You can enter a comment in the comment field.
8. Click Ok.
¥ Manual Print — [m] b4 ¥ Manual Print - a x

Job seming

Statewide Direct Primary Election 2022

Keyfield Quantity Keyfiald Quantity
Ballot Type —p 0132 1 4— Quantity 0132 |
Sequente Number Sequence Numbar
15 1
Reasen for manual printing o Reason for manual printing
Reason for Printin) |
PR U R LU S |

FPaper jam
Additional Commants

Unacceptabie quality
Spoiled by Voter

NOTE: For the Presidential Primary March 2024 the Ballot Type has a Party Code.
Example; DEM-0987
For non-partisan Elections Party Codes are not used.
Example: 0987
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Option: Single Ballot Card Print. (Used for Duplication)

If you enter a “-1” on the end of the Ballot Number (Type) inside the
Keyfield, the first Ballot Card will print on both sides.

If you enter a “-2” on the end of the Ballot Number (Type) inside the
Keyfield, the second Ballot Card will print on both sides, and so on.
This is only for a single card print.

Administration

Users Accounts
With the EVS system Click on Settings then click on Manage Users.

¥ Early Voting System - [Job Setup]

File Reports | Settings | Tools Help

Configuration Settings

These are the list of users that should never be edited or deleted.

¥ Farly Voting System - [Managelbsers] - o x
Fle Reports Settings Tools Help

Select Username  Email

T [

Creating Additional Users
1. Login as the admin.

oty ating Systern - Serwicn Cue

Fle Reporis Setings Teok Help

¥ Manual Print = A *
et sating
Statewids Direct Framary Elsction 1022 -
Keyeeid Quantry
|a:.az-:l | |:.
Sequence Number
13

Reason far manual peinting

Addimonal Comments

Canca | I oK I

2. Select “Settings”.

Early Voting System
3. Select “Manage Users”

z

Shaw frrors

Balot Printing System  ——

from the dropdown.
4. Select “Add User” in the
bottom right corner.

SENTIO v~ -

POF Version:
Voter requests n print queue

e
P Fequest
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5. The following screen will appear.

6. Fillin “Username”.
7. Create a password .

(It is recommended that users use the same
password if they are logging on to multiple Mobile
Ballot Printer workstations).

8. Checkmark the privileges for this user at the

bottom of the screen.
9. Select “Ok”.

10. The user has been created, in order to use it you
must logout and log back in.

PROCESS PROCEDURES

|
¥ Manage user [

| Passward - | Feset
| fnana umar | |
| |
Approved: m]
Locked: O

Comments:

Last Legin 1/1/0001 12:00:00 AM

Last Password Changs: 1/1/0001 12:00:00 AM
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RES Tech
Menu Item Administrator | Supervisor | Operator
Support | Support
lob Setup v v v v
Launch Service v v v v
Import Job v v v v
¥ ¥ ¥ ¥
File Export Job
Set Seguence v v v v v
Mumber
Sign Out v v v v v
Exit ¥ v v ¥ ¥
Daily Report v v v v
Detailed Report v v v v
Reports
Printer Report v v v v
lob Setup Report v v v v
i Configure Settings v v v v v
Settings

Manage Users v v v v v
Remove Job v v v v
Update Database v v v v

Tools
¥ ¥ ¥ ¥

IMaintenance Update Software

Run Query v v v v
View XML v v v v v
Contact Info v v v v v
About Us v v v v v

Help
System Information v v v v
View Logs v v v v v
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Overlay Usage in Election Processes
During the election process, overlays are used to print additional information that is essential for certain

procedures. One notable example is during the phase known as Public Logistics and Accuracy (Public L
and A).

In this phase of the election, the word "Test" is overlaid at the top of the ballot, positioned away from
any scannable area of the ballot. This ensures there is no interference with the ballot's readability and
accuracy during the scanning process.

Once the Public L and A phase is complete, the "Test" overlay is removed. This step ensures that the
ballots are ready for the actual election process without any markings that could affect the ballot's
validity or the scanning process.

Possible Overlay Settings
X=35\Y=18 ——

X=3.5\Y=16———

Positioning the Overlay o
Understanding the positioning of the overlay is crucial for accurate e
placement. The overlay is positioned using X, Y coordinates measured in

inches. It is recommended to start with the design of the overlay first. Once

the design is finalized, you can then adjust the coordinates to place the NEREAN

¥=0 inches

overlay at the desired location on the ballot.

Overlays (Test) Used for Public L and A
1. Click on File then Job Setup.
2. Click on the Overlay Settings in the 5" tab over.

B Ty Noting Systern - b Sctup] -

File Reports Settings Took Help

Job  Statewide Direct Primary Election 2022 v Al G Check foremo ¥ Early Voting System - [Service Queue]
B s B e s o ] [File | Reports Settings Tools Helg
. [ JobSetup Ctrl+)
= Py g e Mo uie Launch Service Ctrl+L
Import Job Ctrl+|
Export Job Ctri+E

Overlay Settings
Set Sequence Number  Ctrl+Q

Sign Out
Exit
, | ¥ Overlay Dialog - 0 X

3. Click the lower Edit where it says, i 8

(Copy — Add — Edit — Delete) =
4. Click Add to add or Modify to change, an overlay. L ! B
5. Here is more information on the content area. , _ z

TEST I

6. Click OK. o, =
7. Click Save. o] -
8. Click File and launch Service to get back to the live =

Que Window.
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Overlays (Duplication) This is used to print Provisional Ballots.
1. Click on File then Job Setup.
2. Click on the Overlay Settings in the 5% tab over.

# anly Notingg Systern - b St - 1

File Reports Seftings Tooks Help

Job  Statewide Direct Primary Election 2022 Z Ak i ‘ T—— ¥ Early Voting System - [Service Queue]
s | File | Reports Settings Tools Help
- FinTen_| | JobSetup Ctrl+)
Coov agd Edir Detese Launch Service Ctrl+L
o Semings Repon Sasings
Impeort Job Ctrl+l
Export Job Ctri+E
Overlay Settings Set Sequence Number  Ctrl+Q
Sesmauads Siracs rimary 2022 v .
St Snrewios Bt Pmary 032 SanCut
Exit

3. Click the lower Edit where it says, ¥ Overlay Dislog - o x
(Copy — Add — Edit — Delete)
4. Click Add to add or modify to change, an overlay. fninche ‘

5. Here is more information on the content area.

Font  [arial, 8.25pt

Control#: Initials: Solor  [ARG8a(255,0,0,0)
Rotation Angle -
Destination Page(s) All Fronts ~
6. C|ICk OK Barcode Type Nona v
7. Click Save. ContentTipe [ Fnea v
8. Click File and launch Service to get back to the live Que R T —
Window.

Running a Consumables report

Check the consumables daily to assure optimal performance.
Using the Lexmark printer’s touch screen, you can print a consumable percentage report that will give
you more information other than what is on the front display. As a rule of thumb, it is a good idea to
replace any consumable that’s 20 percent or less.

1. Touch Settings

2. Touch Reports

3. Touch Device

4. Touch Device Status

Power down
1. Close the EVS Software.
2. Shut down Windows by Clicking the Windows icon then
Power option then Click Shut down.
3. Shutdown the printer by Press the power button on the

front panel.
4. Shutdown the Cart by Press the power strip to shut down everything.
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Maintenance and Troubleshooting

Ballot Paper Replacement
e Never Rubber Band Paper in groups
e Never Force Tray.
1. Pull Tray 1 all the way out
2. Fill Tray with Ballot Stock not exceeding max tray markings.
3. Slide Tray back into Printer Slot.

Ink is low
Ink replacement

Open the printer Door A and find the appropriate ink and
replace the Toner and Drum

M = Magenta

C =Cyan or blue
K = Black

Y = Yellow

1. Push the green button below the ink you want to replace.
This will pop the ink cartrdge door out.
2. Slide the in cartridge out and replace.
a. Depose of old ink in the provided ink bags, place in
new box and mark the box “USED”
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Fuser replacement (HOT)

1. Open printer door B and replace fuser when it has cooled off.
2. Unscrew both hand Screws on the sides of the fuser
3. Pull straight out and replace.
4. Close and return to normal operation.
Paper Jam

Most of the time paper jams happen because there is debris in the paper’s pathways. Check the
following for debris and the pathways are clear. Never force paper to be removed. If you apply
too much force to remove paper then it may tear the paper creating other more difficult
situations. Instead look for another way to remove the paper like the opposite direction.

Check trays are adjusted properly

Check output trays

Check Duplexer

Open printer, remove toners and examine the transfer belt for debris or paper.

If you apply too much force to remove paper then it may tear the paper creating other more
difficult situations. Instead look for another way to remove the paper like the opposite direction.

Authorization
Document Owner: Information Technology Initiation Date: 6/1/2022
Version Number: 2.0, Original Document Date: 8/5/2025

Version Written By: Edward Coker
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